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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmszanuu B 2021 - 2022
y4eOHOM roy Ha 3aceqanuu kageapsl Ileqarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[Ipotokom ot 20 . Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3aceqanuu kageapsl Ilenarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmMotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2023 - 2024
y4eOHOM roy Ha 3aceqannu kadeapsr Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu kadeapel Ilemarorumueckoro o0pa3oBaHus U JOKYMEHTOBEICHHSI

IIporokomor 20 . Ne
3aB. kadenpoit C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

N3ydeHnne 3akOHOMEPHOCTEH JOKYMEHTOOOpa30BaHus, CKIIAIbIBAHUS U Pa3BUTHS CUCTEM
JOKYMEHTAIlUU, TCOPETHUECKUX W NPAKTHUYECKUX NPOOJIeM CO3JaHMs JTOKYMEHTHPOBAHHOMN
nH(pOpMalIMK OpraHu3alui TI0OBIX OPraHU3alMOHHO-TIPABOBBIX (OPM.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

HucuuiuinHa JIOKyMEHTOBEJEHHE BXOAUT B 0a30ByI0 4acTb Yy4yeOHOro IuUIaHa
00pa30BaTeIbHOI IPOrPaMMBI.

Jus  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

Opranu3anus 1 TEXHOJIOT Ul TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

IIpaBoBeneHue

OCHOBBI Hay4YHO-HUCCIIEN0BATENBCKON ACSTEIBHOCTU

VYyeOHasi - MHpakTUKa IO IOJIYYEHHUIO MNEPBUYHBIX MNPOPECCHOHANbHBIX YMEHMH U
HaBBIKOB, B TOM UYHCJIE IEPBUYHBIX YMEHMM M HaABBIKOB HAy4YHO-MCCIEA0BATEIbCKON
JeSITEIIbHOCTH

JIoKyMEHTaIlMOHHOE 00ecrieueHre apXUBHOTO Jeia U nH(OpMAIIMOHHOH cepbl B PD

JIMHrBUCTUYECKUE OCHOBBI JIEJIOBOTO IUChMa

CoBpeMeHHas OpraHu3alys rocy1apCTBEHHbIX yupekaeHuil Poccun

TpyaHble BOIPOCHI PyCCKOM ITYHKTYyaluu

OCHOBBI apXUBOBECHUS

JlokymeHTaIlmoHHO€e o0ecreueHre rocy1apcTBEHHOro ycTpoiicta B PO

3HaHus (YMEHMsI, BJIaJCHUS), TOJYYEHHbIE P U3YYEHUU JAHHOW TUCLUIUIMHBI OynyT
HEOOXOAUMBI JUISl U3yUeHUS TUCIUIUTNH/TIPAKTHK:

ApxuBoBeneHue

JIoKyMeHTallMOHHOE 00€ecIedeHHEe TPYI0BbIX OTHOIIEHU B PO

HNudopmannonHoe odecrieyeHne ynpaBieHus

KanpoBoe nenonpousBoacTBo

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

OCHOBBI CEKpeTapCcKOro 00CTYKHBAHUS

[IpoekTHas AesATETbHOCTD

JlenoBas nepenucka

NHupopmaninoHHble TEXHOJIOTUH B JOKYMEHTOBEIEHUH U ApXUBHOM JIEjIe

HopmatuBHas 6a3a nenoBoro nuchbma

IIpoekTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraH13aluu

[Ipou3BocTBEHHAs - MpaKTHKa MO MOJYyYEHUIO MPOPECCHOHATbHBIX YMEHHM U OIbITa
npodecCHOHATBLHOMN AesITeIbHOCTH

Jlenonpon3BoACTBO KOMMEPYECKUX IPEAIPUATUN

WNudopmaiinoHHble pecypchl KaApOBOH CITYKObI

[TpakTHKyM IO COCTAaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

CrennanbHasi CUCTEMA YYETHON TOKYMEHTALUN

I'ocynapcTBeHHbIE, MyHUIIMITATIbHBIE U BEJOMCTBEHHBIE apXUBBI

JIOKyMEHTUPOBaHUE EATEIBHOCTH HETOCYIapCTBEHHBIX OpraHU3aui

Me:x1yHapoIHbIE CTaHAAaPThI YIIPABIICHUS TOKYMEHTaAMU

Opranu3anys padoThl ¢ 00palleHusIMU TPakIaH

JIOKyMEHTAIllMOHHOE ~ OoOecreueHre YHpaBICHUS Ha MPEANPHUATUSAX  Pa3THUHBIX
OpraHU3alMOHHO-TIPaBOBBIX (HOPM



3 KomnereHunu o0y4aroiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUs

AMCHUIIMHBI (MOIYJISI) M IIJIAHUPYEMbIE Pe3yJbTAThl 00y4eHUs

B pesynbTaTe OCBOCHUS AMCHUILIMHBI (MOAYIS) «/[OKyMEHTOBEACHHE» O0YJaroIIHiAcs
JOJIKEeH 00J1a/1aTh CIASAYIOUUMHU KOMITETEHIUSAMHU:

CTpyKTypHBIi [Tnanupyemblie pe3yabTaThl 00ydeHUs
JJIEMEHT
KOMIIETEHIINH

[1K-3 BiageHreM 3HAHUSMHI OCHOBHBIX MPOOJIEM B 00JIACTH JOKYMEHTOBEICHUS U

3HaTh - TOKyMEHTOBEAUECKYIO0 TEPMUHOJIOTHIO;

- HOpPMaTUBHO-METOAMYECKUE MAaTEPHUAIIbI IO JOKYMEHTHPOBAHUIO
yIpaBJeHYe-CKOM 1eATeIbHOCTH;

- CIIOCOOBI U CPE/ICTBA TIOKYMEHTUPOBAHNS,

- 3aKOHOMEPHOCTH Pa3BUTHS IOKYMEHTA;

- CTPYKTYpPY JOKYMEHTA;

- XapaKTepUCTUKY U COCTaB YHU(UIIUPOBAHHBIX CUCTEM JOKYMEHTAIINH;
- TUTIOBOM COCTaB CUCTEM JOKYMEHTAIIMHU YUPEKICHUM JTI000H
OpraHU3aIlMOHHO-TIPABOBOU (HOPMBI;

- IpaBUJIa COCTABIIEHUS U O(pOpMIIEHUS JOKYMEHTOB;

- TIOPSIZIOK OPTraHU3AIMH IOKYMEHTOB B KOMILIEKCHI;

- KPUTEPHUH U IPUHIIMIIBI OMIPEIeTICHHS] HAYYHO-UCTOPUUECKUN U
MPAKTUYECKOM IEHHOCTU JOKYMEHTOB;

- TEHJICHIINH Pa3BUTUS WH(OPMALIMOHHO-IOKYMEHTAI[MOHHOTO
o0ecrieueHus YIIpaBiICHUs. U apXUBHOTO Jieia

YMeTb - QHAJIU3UPOBATH HOPMATUBHO-METOAUYECKUE UCTOUHUKH 10
JOKYMEHTHUPOBAHUIO YIIPABJICHUYECKON EATEIbHOCTH;

- XapaKTepu30BaTh U aHAJIM3UPOBATh YHU(DUIIUPOBAHHBIX CHCTEM
JOKYMEHTALUK;

- BBISIBJIATH THIIOBOM COCTaB CUCTEM JOKYMEHTAIIUH YUpEKACHUH 1000
OpraHMU3aIIOHHO-TIPAaBOBON (DOPMBI;

- IPUMEHSATH NPaBHJIa COCTABICHUS U 0()OPMIIEHUS TOKYMEHTOB Ha
MIPaKTHKE;

- OPraHU30BbIBAThH JOKYMEHTBI B KOMILIEKCHI;

- BBISIBJISITh HAYYHO-MCTOPUYECKYIO U MPAKTHUECKYIO [ICHHOCTh
JOKYMEHTOB;

- BBISIBJISITh TEHJIEHIIUU Pa3BUTHS HH()OPMAIIMOHHO-JOKYMEHTAI[HOHHOT O
o0ecreyeHus yIpaBieHusl 1 apXUBHOT'O JieNa

Bnagers - TOKYMEHTOBEIYECKOH TEPMUHOJIOTHEN B MPO(eCCHOHAIBHON peyH;
- IpUEMaMH COCTaBJICHUS U OPOPMIIEHHS OCHOBHBIX yIPaBICHUECKUX
JIOKYMEHTOB;

- METO/IaMU YHU(PHUKAIIUU U CTaHJApTU3aLNN JOKYMEHTOB;

- HaBbIKaMU O0BbETUHEHUS JOKYMEHTOB B IEPBUYHBIE KOMILIEKCHI,

- 3HAaHUSIMH OCHOBHBIX NPOOJIEM B 00JIaCTH TIOKYMEHTOBEICHUS

[TK-4 ciocoGHOCThIO CAMOCTOSITEBLHO pabOTaTh C pa3IMYHBIMU HCTOYHHUKAMH WH(pOpMaLUn




3HaTh

- OCHOBHBIC HAYYHBIC U TIEPHOIMUECKUE U3IaHKs B 001aCTH
JOKYMEHTOBE/ICHUS;

- OCHOBHbBIC VIHTEpPHET-UCTOYHUKH B 00JIACTH JOKYMEHTOBCICHHSI,

- HOPMaTHBHO-TIPaBYIO0 ¥ HOPMAaTUBHO-METOINYECKYIO 0azy
JOKYMEHTAIHOHHOTO 00ECIICYCHUs YITPABIICHHS,

- criocoObI paboThI ¢ Pa3MTUYHBIMUA UCTOYHUKAMU HH(OpMAIIH;

- “H(GOPMAIIMOHHBIE TEXHOJIOTHUHU TIPH paboTe ¢ MHpOopManue B 001acTu
JeTI0-TIPOU3BOJICTBA

YMeTn

- CAaMOCTOATENIBHO OCYIIECTBIISITh OUCK HAYYHBIX U MEPUOANYECKUX
n3/1aHui B 00J1aCTU JOKYMEHTOBEICHUS;

- CaMOCTOATENBHO UCII0JIb30BaTh OCHOBHBIE MIHTEpHET-UCTOUHUKH B
00J1aCTH TOKYMEHTOBE/ICHUS B TPO(PECCHOHANBHON eI TeTbHOCTH;

- CaMOCTOATENIBHO aHAIU3UPOBATh HOPMATUBHO-IIPABYIO U HOPMATHUBHO-
METOINYECKYI0 0a3y TOKyMEHTallMOHHOTO 00ECIIeUeHNUs YIIPaBICHHS;

- CaMOCTOATENIBHO UCIIOJIb30BaTh CLIOCOOBI PA0OTHI C pa3IMYHBIMU
HMCTOYHUKAMHU MH(pOpMaLuu B IpOo(eCCUOHATIBbHON AESITEIbHOCTH;

- CAaMOCTOSATEJIbHO IPUMEHATh HHPOPMALIMOHHBIE TEXHOJIOTUHU MPH padoTe ¢
nH(popMarmeli B 001aCTH AETONPOU3BOACTBA

Brnaners

- HaBBIKAMH Pa0OTHI C OCHOBHBIMH HAYYHBIMH U TIEPHOHUECKUMHU
U3JIaHUSAMU B 00JIaCTH JJOKYMEHTOBEICHMS;

- HaBBIKAMH Pa0bOTHI C OCHOBHBIMH VIHTEpHET-UCTOYHUKAMU B O0JIACTH
JIOKYMEHTOBEICHUS;

- 3HAaHUSIMU HOPMATHUBHO-TIPaBOM U HOPMATUBHO-METOANYECKOM Oa30i
JOKYMEHTAI[MOHHOT'O 00€eCIIeYeH s yIIPaBICHMS;

- crioco6amu paboThI ¢ Pa3IMYHBIMUA HCTOYHUKAMU UH(GOpMaIUY;

- nH(GOPMAIIMOHHBIMH TEXHOJIOTUSAMHU ITpU padoTe ¢ nHpopManuei B
00J1aCTH JAEIONPOU3BOICTBA

ITK-19 crnocoOHOCTHIO NCIOIB30BATh MPABUIIA OATOTOBKH YIIPABIECHUECKUX JOKYMEHTOB U
BEJICHUS JIEJI0OBOU IEPEIUCKU

3HaTh

- IpaBMJIa MTOATOTOBKH YIPABICHYECKUX JTOKYMEHTOB
- TEOPETUYECKHE OCHOBBI BEICHUS JICTIOBOM MEPENUCKH

- COCTaB M coJiep’KaHle HOPMATHUBHO-METOIUUECKOM 0a3bl O COCTaBJICHUIO
1 0OPMIIEHHUIO CITYKEOHBIX TOKYMEHTOB

- cnenu@UKy s3bIKa ypaBIeHYECKOH TOKyMEHTAllUN;

- OCHOBHBIC HpO6J’I€MI>I HOPMAaTHUBHOI'O o0OecrieueHnst COCTaBICHHUS U
oopmiIeHHs yIIpaBIeHUECKOM JOKYMEHTAINH;

- OCHOBHBIE TIPOOIEMBI HOPMAaTUBHOTO 00€CTICUCHUSI BEICHHUS JICITOBOI
MIEPENUCKU

YmMmern

- COCTaBJIATh U 0O()OPMIIATH PA3TUYHBIE BUABI YIPABICHYECKHX JOKYMEHTOB
B COOTBETCTBUU C MPAaBUIAMU UX MOATOTOBKH;

- IPOEKTUPOBATh YHU(DHUIIMPOBAHHBIE (POPMBI YIIPABICHYECKHX JIOKYMEHTOB
C YYETOM COBPEMEHHBIX TPEOOBAHUI K UX COCTaBJICHUIO U OOPMIICHHUIO;

- IPUMEHSATH NPaBUJIa BEIECHUS AEIOBOU NEPENHCKH;

- COCTaBJIATH JIOKAJIbHYI0 HOPMaTUBHO-METOINYECKYIO TOKYMEHTALUIO 110
MIO/I-TOTOBKE yIPaBJIEHUECKON TOKYMEHTALINH;

- COCTaBJIATH JIOKAJIbHYI0 HOPMAaTUBHO-METOINYECKYIO TOKYMEHTALUIO 110
BEJICHHUIO JIEJIOBOM IIEPENUCKU




Bnanets

- IpaBWJIAMH OATOTOBKH yIPABICHYECKUX JOKYMECHTOB;

- IpaBUJIAMH BEACHUS JI€JIOBOH MEPETUCKY;

- HOPMaTHBHO-METOANYECKON 0a3bl 110 COCTABICHUIO U 0(hOpMIICHHIO
CIIy’KEOHBIX JJOKYMEHTOB

- o(puIMaTbHO-IETTOBBIM SI3BIKOM IIPH COCTABJICHUH U 0(OPMIICHUH
CIIy’>K€OHBIX JJOKYMEHTOB;

- IPAaKTHYECKHMHU HAaBBIKAMH HUCIOIb30BaHUSl YMEHHUS COCTABIIATh U
0(opMIIATH CITy’)KeOHYIO0 JOKYMEHTAIHIO Ha APYTHX AUCHUILTHHAX

OIIK-3

BJIaICHUEM 0a30BBIMM 3HAHUSIMH CUCTEM OpraHoB l"OCY,I[&pCTBCHHOfI n

MYHHULUIIAJIbHOMN BIACTH

3HaTh

- TpeOOBaHMSI K COCTABJICHUIO M O(POPMIICHHUIO YIIPABICHYECKUX JOKYMEHTOB
- COCTaB M COJIepKaHNe HOPMATUBHO-METOIUYECKOM 0a3bl IO COCTABICHUIO
1 0OPMIICHHUIO CITYKEOHBIX TOKYMEHTOB

- OCHOBHBIE TIPOOJIEMbI HOPMATHUBHOTO 00€CTICUEHUs COCTABICHUS U
o(opMIIeHUs YIIPAaBICHUYECKON JOKYMEHTAIIMH B CUCTEME OPTaHOB
rOCyJIapCTBEHHOW U MYHMIIUITAJILHOW BJIACTH

- OCHOBHBIE MPOOIEMBbI HOPMAaTUBHOTO OOECIIEUEHUS BEACHUS JET0BOM
MEPENUCKH B CUCTEME OPTaHOB rOCYAaPCTBEHHOM U MyHULIUNIAIILHOMN BJIACTH

YmMmern

-HCIIOJIb30BATh IIPH  COCTABJIICHUH U OPOPMIICHUN Pa3IMYHBIX BHJIOB
YIIPaBICHYECKUX JOKYMEHTOB HOPMATHUBHBIE U ITPABOBBIE AKThl OPraHOB
roCyJapCTBEHHOM U MYHHUIIMITAIIBHON BIIACTH;

- IPOEKTUPOBATh YHU(DHUIIMPOBAHHBIE (OPMBI YIIPABICHYECKUX IOKYMEHTOB
C YYETOM COBPEMEHHBIX TPEOOBAHUI OPraHOB rOCY/IaPCTBEHHON U
MYHUILUIIAJIBHON BIACTH;

- COCTaBJIATh HOPMATUBHO-METOIHUYECKYIO IOKYMEHTAILMIO 10 IMIOAIOTOBKE
YIPABJICHUYECKONU TOKYMEHTALUH

. OCHOBBIBAsICh HA HOPMATHBAaX CUCTEM OPTaHOB I'OCYJAPCTBEHHON U
MYHULMIIAJILHON BJIACTH,

Bnanertn

- IPaBWJIAMH ITOArOTOBKH YIIPaBICHYECKUX JOKYMEHTOB OPTraHOB
roCyapCTBEHHON U MYHULIMIIAJILHON BIIACTH;

- IPaBWJIAMH BEJICHUS JI€JIOBOM NIEPENMCKU B CHCTEME OPTraHOB
roCyapCTBEHHOM U MyHULIMIIAJILHON BIIACTH;

- HOPMAaTHBHO-METOANYECKOMN 0a3bl OpraHOB IOCY/IapCTBEHHON U
MYHUIIUTIATIBHON BJIACTH 110 COCTABJICHUIO U O()OPMIIEHHUIO CITY>KEOHBIX
JIOKYMEHTOB

- IPAaKTUYECKUMHU HAaBBIKAMH MCIIOJIb30BAaHUS YMEHUS COCTABIIATH U
0(hopMIIATH CiTy’)KEOHYIO JOKYMEHTALMIO OPraHOB T'OCYAapCTBEHHON 1
MYHUIUIIAJILHON BIACTH




YUCJIC:

4. CTpyKTypa, 00b€éM U colepkaHne TUCHUIINHBI (MOLYJI5)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISIET 8 3a4eTHBIX enuHull 288 akaa. 4acoB, B TOM

— KOHTaKkTHas padora — 160,75 akas. yacos:
— ayauTopHas — 156 akaz. yacos;
— BHeaynuTopHas — 4,75 akaj. 4acoB

— caMocTosTeNbHAs padora — 127,25 akan. yacos;

®dopma aTTecTaluu - 3a4eT, KypcoBasi paboTa, 3a4eT C OLIEHKOU

CcUucTeMaMu

AynuropHas % o
KOHTaKTHAast g g dopma
o]
& pabota E & Bux TEKYILEro
Pasznen/ Tema 3| (Bakam wacax) | § B . KOHTPOIIS Kon
g ( i ) 8 © |camocrosTensHOM P
JIACIMTUTHHBI 5 E s yCIIEBAEMOCTU U | KOMIIETEHIUU
O g & paboThI .
1 1ab. [ mpakT. | £ & [IPOMEXYTOYHOH
el sam | zam |S & aTTeCTaluy
1. Pasmen 1. VYuudunupoBaHHbIE
CHCTEMBI JOKyMeHTanuH. JIOKyMEHT Kak
cucTeMa
ITouck
JOTIOJTHUTENHHOM
uH(popMaIy 10
3alaHHON TEME.
KonrponbHas
paborta.
TectupoBanue
Brinmonnenue
(Tekymiee u
JIOMAITHAX
HUTOTOBOE)
MPAaKTUIECKUX
[IpakTnyeckas
pador abora
11 VYnpasneHueckas TEopHst CamocrosTensHoe P MK-3, TIK-4,
Konrtponbnas
JOKYMEHTA. VYupasnenueckue| 2 | 10 10 8 n3ydeHue aGora IK-19,
CUCTEMBI IOKyMEHTaLUH y4eOHOi u pa OIIK-3
YcTHbIi onpoc
Hay4YHO JIUTEepa-
(cobecenoBanue)
TYpBL. Ha
IToaroroBka k
MIPaKTHYECKUX H
TECTUPOBAHUIO
3aqeTe
Pabora ¢
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMHU
y4ueOHUKaMU,
TECTOBBIMHU




Iouck
JIONIOJIHUTENbHOMU
HHPOPMAIHH 10
3alaHHON TeMe.
KonTponbnas
aboTa.
p TectupoBanme
Brimonnenue (Texymee u
OMAIITHUX
n HUTOTOBOE)
MPAKTHIECKUX TpaxTuucckas
aboT
p pabota
1.2 Cranpapruzanus U YHADHUKALS CamocTosaTenbHoe KoHTDONbHAS IK-3, I1K-4,
JIOKYMEHTOB. YHudumpoBaHHsie 10 10 10 H3y4YeHHe ;%OTa I1K-19,
CHUCTEMBI JIOKyMEHTAIUH yueOHOM U YCTgHﬁ onpoc OIlK-3
Hay4YHO JIUTEpa-
i p (cobecenoBanue)
TYpBL. Ha
TloaroroBka K
TPaKTUYECKUX U
TECTUPOBAHHIO saueTe
PaGora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cCHCTeMaMHU
Ilouck
JIOTIOTHATENBHON
uH(popMaIuHy 1o
3aJaHHON TeMe.
Konrponbnas
abora.
P TectupoBanme
Brinonnenue (exymee x
OMalIHUX
A HUTOTOBOE)
MPAKTHIECKUX Tpaxtucckas
aboT
.3 loxymeHT kak cucrema. OOmme abora
13 06 P 6
TpeboBaHUs K odopmieHuIo Camoctosrensroe Konrtponbnas [IR-3, TK-4,
OI];I“aHI/ISaL[I/IOHHO paCHOpH,HI/II)TeHLHLIX 14 141162 HBYHCeHHe pap60Ta TIK-19,
eOHOI 1 . OIlK-3
JOKYMCHTOB CTHBIN OIIPOC
Y Ha)}/f:IIHO nuTepa- M
(cobecenoBanue)
TYpBL. Ha
IToaroroBka k
MIPaKTHYECKUX H
TECTUPOBAHHIO saueTe
Pa6ora ¢
KOMITBIOTEPHBIMH,
DJIEKTPOHHBIMU
y4aeOHUKaMU,
TECTOBBIMU
CHCTEeMaMHu
Hroro no pazaeny 34 34 382
Hroro 3a cemectp 34 34 |[34,2 3auér

u  0hOPMIICHHIO

JOKYMEHTAIU

2. Paznen 2. TpeOoBaHUS K COCTaBICHUIO
OCHOBHBIX
OpTaHU3aIMOHHOT 0-PACTIOPSAUTEIbHON

BHJIOB




Iouck
JIOTIOTHUTENBHON
HHPOPMAIHH 10
3alaHHON TeMe.
KonTponbnas
padora. TectupoBanue
Brimonnenue (Texymee u
AOMAILHHX HUTOTOBOE)
MPAKTHACCKHX [IpakTnueckas
pador pabora
2.1 TpeGoBaHHMS K COCTaBJICHHUIO H CaMocTosITeIpHOE KoHtposbHas I1K-3, I1K-4,
0(OpMIIEHUIO ~ OCHOBHBIX  BUJIOB 10 17 H3y4eHHE aGora ITK-19,
OpraHU3alMOHHBIX JJOKYMEHTOB yueOHOM U YCTgHﬁ onpoc OIlK-3
HayHo (cobecenoBaHue
JIATEPaTypHL. ) Ha
Toxrotoska k MPaKTUYECKUX U
TECTUPOBAHHIO
Pabora ¢ saere
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cCHCTeMaMHU
Ilouck
JIOTIOTHATENBHON
uH(popMaIuHy 1o
3aJaHHON TeMe.
Konrponbnas
pagora. TectupoBanme
Brinonnenue (exymee x
AOMAIIIHHX HUTOTOBOE)
TPAKTHHCCKIX [IpakTnueckas
pagor pabora
2.2 TpeGoBaHHS K COCTaBJICHUIO H CaMocTosITepHOE KoHtposbHas I1K-3, T1K-4,
0oopMIIEHUIO  OCHOBHBIX  BHIOB 10 18 U3y4YECHHE pabora IK-19,
pacnopsauTENbHBIX JOKYMEHTOB y4eOHOi 1 VetHmiit onpoc OIIK-3
HayHHo Jrepa- (cobecenoBanue
TYpBL. ) Ha
Tonrotosia k MIPaKTHYECKUX H
TECTUPOBAHHIO
Pabora ¢ saere
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4aeOHUKaMU,
TECTOBBIMHU
CHCTEeMaMHu




TTouck
JIOTOJHUTEILHOM
HHPOPMAIHH 10
3aJIaHHOM TeMe.
KonTponbnas
abora.
p TectupoBanme
Brimonnenue (Texymee u
OMAaIITHUX
n HUTOTOBOE)
MPAKTHACCKHX [IpakTnueckas
aboT
2.3 TpeboBaHMs K COCTABJIEHHIO H p aborta
odo MpJ'IeHI/I}O OCHOBHBIX  BHJIOB CamocrosTenkHoe KOIE)T OJIbHAS TIK-3, ITK-4,
p 4 8 18 n3ydeHue p ITK-19,
HUH()OPMAIIIOHHO-CITPABOYHBIX GHOI 1 pabora OITK-3
JIOKYMEHTOB THBIM OI1
OKYMEHTO Haquo JATEpa ve onpoc
i P (cobecenoBanue
TYpHI. ) Ha
IToxgroroBka k
MPaKTUYECKUX U
TECTUPOBAHUIO saueTe
Pabora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMU
CHCTEMaMH
TTouck
JIOTIOTHUTEILHOM
uH(popMaIuHy 1o
3aJJaHHOM TeEME.
Konrponbnas
abora.
P TectupoBanme
Brimonnenue (exymee x
OMAIITHUX
A HUTOTOBOE)
TPAKTHHCCKIX [IpakTnueckas
aboT
2.4 TpebGoBaHHS K COCTaBJICHUIO H p pabora
0 OpMIICHUIO OCHOBHBIX BHU/JIOB CamocToaTemHoe Koutponshas TIK-3, ITK-4,
,I[OK}I/)MEHTOB o TPYIOBBIM 4 8 14 HsyHeHue pa%OTa [K-19,
ebHoit 1 . OIIK-3
OTHOULIEHUSAM. JINUHBIE JOKYMEHTHI Hay‘:IHO HTeDa VYerHbIl onpoc
y P (cobecemoBanme
TYpHL. ) na
IToaroroBka k
TIPaKTUIECKAX U
TECTUPOBAHUIO saueTe
Pabora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4aeOHUKaMU,
TECTOBBIMU
CHCTEMaMH
Wroro no pazneny 18 36 71
Hroro 3a cemectp 18 36 67 3auér

3. 3 Pazgen.
JIOKYMEHTAI[MOHHBIX
KOMHHCKCBI }IOKyMCHTOB

CoBepI1IeHCTBOBaHHE
MIPOLIECCOB.




Iouck
JIOTIOTHUTENBHON
HHPOPMAIHH 10
3alaHHON TeMe.
Konrponbnas
paIéOTa TectupoBanue
’ TeKyllee 1
Brimonnenue (I/ITOZ](;L][EOC)
OMAIITHUX
n [IpakTnueckas
MIPAKTUYECKUX
3.1 PernameHTamusi  MPOIECCOB pabor pabora
JOKyMEHTO00pa30BaHMSI. Konrtponbnas
yHI/?(i)I/IKaLII/Iﬂ pI/I CTaHJAPTH3ALUSA KaK Camocrosrenpioe pap60Ta TIR-3, TK-4,
6/41 H3y4YeHHe . I1K-19
METObI COBEpPILIEHCTBOBAHUS engOﬁ u YcTHbIi onpoc OIK 3
JIOKYMEHTHO-KOMMYHHUKAIIHOHHOH i (cobecenoBanue)
Hay4HO JIUTepa-
JIeSITeIbHOCTH VORI Ha
YPEL- MPAKTHYECKUX U
Tloaroroska k saueTe
TECTUPOBAHHIO Kvocosas
PaGora ¢ y:60Ta
KOMITbIOTE€PHBIMH, p
AJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu
Ilouck
JIOTIOTHATENBHON
uH(popMaIuHy 1o
3aJaHHON TeMe.
KonTponbhas
paI%OTa TectupoBanue
’ TeKylee U
Brinonnenue (mozg;oe)
OMAIITHUX
A [IpakTuueckas
MIPAKTUYECKUX pabota
aboT
p KonTponpras
3.2 TIpocThie U CIOKHBIC KOMIUIEKCHI CamocTosTenpHOe aGora [1K-3, TIK-4,
JIOKyMEHTOB. 6/51 U3y4eHue YCTE LI OIIDOC [K-19,
JIOKYyMEHTHBIE PECYpCHI. yueOHOM U P OIlK-3
(cobecemoBanue)
HaY4HO JIUTEpa- A
TYpBI.
yp MPaKTUYECKUX U
IloaroroBka k saueTe
TECTUPOBAHHIO Kvpcosas
Pa6ora ¢ y£60Ta
KOMITbIOTEPHBIMH, p
AJIEKTPOHHBIMHU
y4aeOHUKaMU,
TECTOBBIMHU
cucTeMaMu




TTouck
JIOTOJHUTEILHOM
HHPOPMAIHH 10
3aJIaHHOM TeMe.

KonTponbnas
TectupoBanue
pabora. (rexymee m
Brmonnenue ymt
HUTOTOBOE)
JIOMAIITHUAX
[IpakTnueckas
MPAKTHIECKUX
paboTa
3.3 OcobeHHOCTH  COCTaBICHHS pabot
KonTponbnas
JIOKYMEHTOB Ha MAIIUHHBIX CaMocTosITeIpHOE aGora I1K-3, I1K-4,
HocuTemsix.  FOpuaumyeckas — cuia 5 5/51 | 1,05 HU3y4YECHHE P . I1K-19,
N VYcTHBIH onpoc
JIOKYMEHTOB Ha MAaIIWHHBIX yueOHOM U OIlK-3
(cobecenoBanue)
HOCHTEIISIX Hay4YHO JIUTEpa- a
TYpBL.
HPaKTUYECKUX U
Tloaroroska k
3aueTe
TECTUPOBAHHIO Kvbcopas
PaGora ¢ P
pabora
KOMITBIOTEPHBIMH,
AIIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cCHCTeMaMHU
HWroro no pazneny 17 17/1411(18,05
Hroro 3a cemectp 17 17/1411(11,05 320,Kp
1272 3aueT, kypcosas [I1K-3,ITK-
Hroro no nuciuiinae 69 87/1411 5’ pabora, 3auer ¢ |4,IIK-19,0I1K
OIICHKOM -3




5 O6pa3oBare/ibHBIEC TEXHOJOTHHI

W3yuenne TUCHMIIIMHBI HAYMHAETCS C LieJIenoaranus, 0003HaYaroIero
OCHOBHBIC 3HAHHS, YMEHHUS W HABBIKH, KOTOPHIE IOJKHBI COPMHUPOBATHCS Y
CTYAEHTOB B Xojae oOydeHus. Hayka «/lokymeHTOBeneHue» mpencTaBieHa B
CHEKTpPE MPOOJEMHBIX BOIIPOCOB YIPABICHUS B Pa3IMYHBIX OTpacisix
NeSITEIbHOCTH YEJI0BEKa.

TexHonoruen MOHHUTOPUHIA pe3ylIbTaToB o0pa3zoBaTenbHON
NESITEIbHOCTH SABISETCA 3a4eT, BBICTABJIAEMBbIH Ha OCHOBE MOATOTOBJIEHHOIO
nopTQOINO0, TO3BOJSAIOMIETO YIUTHIBATH PE3YNIbTAThI, JOCTUTHYTHIE CTYACHTOM B
pasHOOOpa3HbIX  BMJAX  JEATEIbHOCTM  —  y4eOHO-IIO3HABATEJIbHOM,
YaCTUYHO-ITIOMCKOBOM, penpoyKTUBHOI:

* OIIUII-OTIPOCHI HA JICKITUSX,

* OTBETHI HA IPAKTUYECKHUX 3aHATUSAX,

* TECTUpPOBAHMUE,

* KOHCIIEKTUPOBAHHE,

JlaHHasi TEXHOJOTHS SBJIAETCS BA)KHBIM 3JIEMEHTOM JIEATEIbHOCTHOTO
noaxona B o0ydeHHMH OakajaBpOB IO HarpaBiieHUIO «JlOKyMEHTOBeJIEHUE U
apXUBOBEACHUEY.

Jist o1leHKH NOPT(OINO IPUMEHSIETCS PEHTHHIOBAsk TEXHOIOTUs OLEHKU
3HaHUH, cIOCOOCTBYIOMIAs IEMOHCTPAIIMH OOBEKTUBHOCTH IPETIOIABATENLCKOM
OLIEHKH.

J1j1s KOHTPOJIsL peNPOAYKTUBHOM JI€ATEIbHOCTH CTYJEHTOB UCIIOIb3YETCS
YCTHBIA ONpOC Ha TNPAKTUYECKUX 3aHATHAX, TectupoBanue. C  1elbio
o0OecrieyeHrs MPEEMCTBEHHOCTH HM3YyYaeMBIX TEM Ha JIEKLIHUSAX MCIIONb3YIHOTCS
ONMUI-ONPOCHI,  ONpPENENAIONIMEe  CTENeHb  OCO3HAHHOCTU  JIEKI[MOHHOTO
MaTepuaia, yCTaHOBJIEHUE CBSI3U MEXAY KIIFOUEBBIMU MOHATHAMH Kypca.

[IpakTHyeckue 3aHATHS IPOBOAATCS B (POpME MPAKTHUECKON MTOATOTOBKU
B YCJIOBUSX BBIIIOJIHEHUSI 00Yy4arOIIUMHUCS BUA0B paboT, CBSI3aHHBIX ¢ Oynayien
npoeCCHOHATBHON JeSITeIbHOCThIO M HANpaBIEHHBIX Ha (OPMHUPOBAHMUE,
3aKperyieHNe, pa3BUTHE MPAKTUYECKUX HABBIKOB M KOMIIETEHLUH MO MPOPHIIIO
00pa3oBaTeNbHON IPOTrPAMMBI.

[TpodeccuonanbHbie yMEHUS 10 pabOTe ¢ UICTOYHUKAMH Pa3HBIX THUIIOB
OoTpa0aTBIBAIOTCSI  NpPU  BBINOJHEHMHM  JoMamHuxXx  pabor.  IIpoBepka
c(OpMUPOBAHHOCTH HA3BAaHHBIX BBIIIE NPOPECCHOHATBHBIX KOMIIETEHIUI
OCYILIECTBIISICTCSI B UHTEPAKTUBHON (pOpME Ha MPAKTHUECKUX 3aHIATUSX.

CopepxaHve 4YacTH CaMOCTOSTENbHOW pabOThl pacCUMTaHbl Ha
(dopMHpOBaHUE YMEHUH MOJIb30BATHCS MaTepHalaMH MEPUOANIECKUX U3JTaHUM,
BKJIIOYAsi HMHTEPHET-U3JaHHus MNPOPECCHOHAIBHBIX  HAYYHO-TPAKTHUECKUX
JKYpHAJIOB.

[Ipu n3yyeHun TpedbOBaHUMN K COCTaBICHHUIO U OQOPMIIEHHIO OCHOBHBIX
BUJIOB OPraHU3allMOHHOIO-PACIOPAIUTENBHON JTOKYMEHTALIMM MPUMEHSIOTCS

6 YueOHO-MeTOAUUYECKOE OOECIeUYEeHHEe CAMOCTOATEJILHOM PadoThI
IIpencrasneHo B npuiioxeHuu 1.

7 OneHouyHbIE CpeacTBa /JIA IPOBEICHHUA MPOMEXKVTOYHOM
IIpencraBieHsl B IPUIOKEHUH 2.

8 VYuyeOoHo-MeTOoaMYeckoe ¥ HHMOPDMANMOHHOE o0ecleYeHne



a) OcHoBHas JqUTEpaTypa:

1. Jloxymenmosedenue : yaeOHHUK U MPAKTUKYM IS aKaJIEMHUYECKOro OakanaBpuara /
JI. A. loponuna [u np.] ; mox penakuueit JI. A. JlopoHuHoM. — 2-¢ u3M., nepepad. u gon. — Mocksa :
UznarenbctBo KOpaiit, 2019. — 309 c. — (bakanaBp. AkaeMHUECKH KypC). —
ISBN 978-5-534-03053-2. — Tekcr : anekrponnsiii / 9bC KOpaiit [caiir]. — URL.:
https://urait.ru/bcode/433067 (nata obpamienus: 31.08.2020).

2. Kazaxesuu, T. A. JlokymeHnToBeneHue. JlOKyMEHTAIIMOHHBIN CEPBUC : YICOHUK M MTPAKTHKYM
Jutst ipukIiagHoro OakanaBpuata / T. A. Kazakesuu, A. W. Tkanua. — 2-e u3j., ucmp. u 1om. — Mocksa :
UznarennctBo KOpaiit, 2019. — 177 c. — (bakanasp. [IpuknagHoit kype). — ISBN 978-5-534-06273-1.
— Texkcr : anexrponnsiii // OBC IOpaiit [caitr]. — URL: https://urait.ru/bcode/437480 (mata
obparmenus: 20.08.2020).

3 Koorcywxosa, H. B. Ctpykrypa nokymeHTa. CUCTEMbI IOKyMEHTAIUK. Y HU(PHUIIMPOBAHHAS
CUCTEMa OPraHU3aIHOHHO-PACTIOPSAAUTEILHON TOKYMEHTAIMH: 00IIHe TPeOOBAHUS K COCTABICHHUIO U
odopmiienuto : yaeonoe mocooue / H. B. Koxymikopa ; MI'TVY. - Marautoropck : MI'TY, 2016. - 1
anexTpoH. ont. guck (CD-ROM). - 3arm. ¢ tutyin. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/233
4.pdf&view=true (mara obpamienus: 24.08.2020). - MakpooObekT. - TeKCT : 31eKTpOHHBIHA. - CBeeHUs
nmoctymHbl Takke Ha CD-ROM.

0) lonoiHUTEIbHAS JTUTEpaTypa:

1. baitbopoodosa, JI. B. MeTo0I0THsI 1 METO/IbI HAYYHOT'O UCCIICJIOBAHUS : yueOHOEe TToco0ue JIIst
OakanaBpuata u maructpatypsl / JI. B. Baiitboponosa, A. I1. UepHsiBckas. — 2-¢ U31I., UCIIP. U JIOI. —
Mocksa : M3natensctBo IOpaiit, 2019. — 221 c. — (bakanasp u maructp. AKageMHUuecKuil Kypc). —
ISBN 978-5-534-06257-1. — Tekcr : anekrponnsiii // 9bC KOpaiT [caiit]. —

URL :https://www.biblio-online.ru/bcode/437120 (nata obpamenust: 31.08.2020).

2. Anoxuna, C. A. Kypcopas paboTa 110 JOKyMEHTOBEICHHUIO, apXUBOBEICHUIO, OPraHU3alluu 1
TEXHOJIOTHH JOKYMEHTAIIMOHHOTO O0ecTieueH s yIpaBJeHus | yueOHo-MeToandeckoe mocoome / C. A.
Anoxwuna, A. K. Makaposa, 1. B. Camapoxkosa ; MI'TVY. - Marautoropck : MI'TY, 2016. - 1 anexTpoH.
ont. guck (CD-ROM). - 3aru. ¢ Tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/253
5.pdf&view=true (mara obpamienus: 24.08.2020). - MakpooObeKT. - TeKCT : 2IeKTpOHHBIHA. - CBeIeHNs
noctynHsl Takxke Ha CD-ROM.

3. llomemxuna, M. H. OCHOBBI HCCIIEIOBATENBCKOH JIESITETBHOCTH | y4eOHO-METOINIECKOE
nocobue / M. H. [loremxuna ; MI'TY. - Marauroropck : MI'TY, 2018. - 1 31eKTpoH. ONT. AUCK
(CD-ROM). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/373
9.pdf&view=true (mara obpamenus: 29.08.2020). - MakpooOBeKT. - TekcT : 31eKTpOHHBII. - CBeneHus
noctynHbl Takke Ha CD-ROM.



https://urait.ru/bcode/433067
https://urait.ru/bcode/437480
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://www.biblio-online.ru/bcode/437120
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true

B) MeToan4eckne yKazaHus:

Meroanueckne yka3zaHHs 110 BUAAM 3aHSATHH, NPETYCMOTPEHHBIX YYEOHBIM ILIAHOM,
npencranieHsl B [Ipunoxxenusx 1 u 2 k Hacrosiei paboueit mporpamme.

Meroauueckre pEeKOMEHIAIMKM [0 HANKCAaHWI0 M 3alIUTe KYpPCOBBIX paboT
npezcTaBieHbl B nekTpoHoM nocobun C. A. Anoxunoii, A.K. Makaposoii, 1.B.CamapokoBa
KypcoBast pabora mo IOKYMEHTOBEAEHHWIO, ApXWBOBEICHUIO, OPraHM3AIMM W TEXHOJOTUH
JIOKYMEHTAIMOHHOT0 00eCIICUeHH s yrpaBieHus [2].

r) [Iporpammuoe odecnneuenne u UHTEepHeT-pecypcehl:

IIporpammHoe o0ecnieyeHue

Haumenosanue I10 No norosopa CpoK JIeCTBUS JTUIEH3UU
MS Windows 7
Professional (st J1-1227-18 o1 08.10.2018 11.10.2021
KJ14CCOB)
MS Windows 7
Professional (mst H-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional
7Zip CBOOOIHO PACIPOCTPAHSIEMOC OCCCPOUHO

IIpodeccnonanbubie 0a3bl JaHHBIX H HHPOPMAIMOHHBIE CIPABOYHbIC CHCTEMbI
HazBsanue kypca Cchblika

DnekTpoHHas 0a3a mepuoAnYecKux u3nanuii East View
Information Services, OO0 «MIBUC»
Hanumonanehas MH(POPMaIIMOHHO-aHAJIUTHYECKAs] URL:
cuctema — Poccuiickuii MHIEKC HAyYHOTO LIUTHPOBAHHUS '
(PMHII)
[TouckoBast cucrema Axanemus Google (Google
Scholar)
NudopmannonHas cucrema - EnnHoe okHO nocTyna k URL: http://window.edu.ru/
HHGOPMAIMOHHELIM pecypcaM

https://dlib.eastview.com/

https://elibrary.ru/project risc.asp

URL: https://scholar.google.ru/

MaTtepuajabHO-TeXHHYECKOe 00ecnedeHue TUCIUIIIHHBI BKITI0YaeT:

VY4yeOHble ayAMTOpUM JUIsl TPOBEACHMS 3aHATUH JIGKIMOHHOTO THIA: JIOCKa,
MYJIbTHMEINIHBIEC CPEICTBA XPaHEHHS, TIEPEIauH U MPEICTaBICHUS HHPOPMALIUH.

VY4yeOHble ayIUTOpPUM JJs TPOBEACHUS MNPAKTHUECKUX 3aHATHH, TpPYNIOBBIX U
WH/IMBUAYAIbHBIX KOHCYJIBTAIUH, TEKYIIETO KOHTPOJIS M MPOMEXKYTOYHON aTTeCTAIMH: IO0CKa,
MYJIbTUMEAUUHBIN POEKTOP, FIKPaH.

[Tomemennss A CaMOCTOSITENFHOW — pabOThI  OOyYalOMIMXCS:  TEPCOHATBHBIC
kommeioTepsl ¢ maketom MS Office, Beixogom B MHTEpHET M C JOCTYNOM B DIEKTPOHHYIO
nH(pOPMAITMOHHO-00Pa30BATENBHYIO CPEAY YHUBEPCHUTETA

[Tomemenne s XpaHeHUsT M NPO(UIAKTHYECKOrO OOCIY)XHBaHUS y4eOHOTO
o0opynoBaHus: MKadbl AJI1 XpaHEHUs Y4eOHO-METOIMYECKOW JOKyMEHTalWH, y4eOHOro
000pymoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOUH.

VY4eOHble ayTUTOPUM AJIS BBIIOJIHEHUS KYpPCOBOIO NMPOEKTHUPOBAHUS MOMELIEHUS IS
CaMOCTOSATENILHON PabOThl 00yYarOUIMXCsl: TIEpCOHAIbHBIE KoMIbloTephl ¢ TaketoM MS Office,
BBIXOJIOM B MIHTEpHET U C AOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALMOHHO-00pa30BaTEIbHYIO CPENY
YHHUBEPCHUTETA.


https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/

Ipunoxenue 1

Y4eOHO-MeTONMYECKOe 00ecTieYeHre CAMOCTONITeIbHOI padoThI 00y4Yaronuxcs

OueHoYHbBIE CPeCTBA TEKYLIEro KOHTPOJISI O pa3aejiam

PA3JIEJ 1

IIpakTuyeckoe 3ananue 1

1. Ucnone3ys OOmepoccuiickuii knaccupukatop ympasieHueckor mokymentamuun OK 011-93
(pexum  goctyma http://www.consultant.ru/)naiite TonkoBaHHEe HE MeHee TpeM Kogam (Hopm
KOHKpeTHbIX JokyMeHToB YCOPJ u mectu kogaM Jpyrux YHHQUIUPOBAHHBIX CHCTEM
yIpaBJIeHYECKO# TOKyMeHTAIH (TI0 BEIOOPY CTy/IEHTA).

3anaHue BbINOJIHSITE 10 00pa3my:

Kox 02112312 o0o3Hauaer:

02 — hopma nprHAANEKAUT K YHAUPUIIMPOBAHHON CUCTEME OPTaHU3AIIMOHHO-PACTIOPSANTETHLHON
JOKYMCHTaIH,

11 — ¢popma OTHOCHUTCS K MOAKIACCY TOKYMEHTALUH TI0 CO3IaHUI0 OPTaHU3aLUH, TIPEIIPHATHS;
231 — perucTpaiOHHbIH HOMEP (HOPMBI BHYTPH NoAKIacca — GopMel YcTasa;
2 — KOHTPOJIbHOE YHCIIO.

VYcraB sBisieTcs: 0053aTENbHBIM JIOKYMEHTOM JUIS Pa3JINYHBIX OPraHU3allMOHHO-TIPABOBBIX ()OPM, U €TI0
cocTaBjicHHE U ohopMIICHHE periiaMeHTUpyeTcs 3aKoHoaarenbctBoM. OrcyrerBue B OKY /] unnekca u
MEPUOTUTYHOCTH 0003HAYAET, YTO OPTraHU3AIUS COCTABIISCT U 0YOPMIISET YCTaB CAaMOCTOSITEIBHO, 0e3
OTIOpHI Ha obmIepoccuiickue yHuUIMpoBanHbie Gopmel. [1pu coctaBiennn u ohopMIICHHN yCTaBa
HE0O0XOMMO OIMpaThes Ha 3akoHoaarenbcTBo 1 [OCT P 7.0.97-2016

Tect x pazgeny 1
Bompoc 1
Tekct Bompoca
CoriacHo CTaHAAPTU3UPOBAHHOMY OMPEETICHUIO, BH]] TMCHbMEHHOTO JIOKYMEHTa — 3TO:
Bribepure o1H OTBET:
a. opHUIMATBEHBIA JOKYMEHT, CO3/IaHHBII B TUCEMEHHOM BUJIC
b. HaumeHoBaHMe TOKyMeHTa, 0()OPMIICHHOTO IO YCTAHOBJICHHBIM MPaBHJIaM MAITHHOIIMCHBIM CIIOCOOOM

C. Pa3HOBUJIHOCTh JIOKYMEHTA, UCTIOJIHEHHOTO rpa)MueCKUMH 3HAKaMK — OyKBaMu, U pamu,
uepornupamu

d. MIPUHAIJIC)KHOCTh MIMCBbMEHHOI'O JOKYMEHTA K CUCTEME NOKYMCHTAHMU I10 IIPU3HAKaM COACPKaAHUA U
OCJIICBOT'O HA3HAYCHUA


http://www.consultant.ru/

Bompoc 2
Tekct Bompoca

[IpuHaMIeKHOCTD JOKYMEHTA K CHCTEME JOKYMEHTAIIWH TI0 TIPU3HAKaM COJEPKaHUs U [EIeBOTO
Ha3HAYEHHUS — DTO:

Bribepute ouH OTBET:
a. BUJ JOKYMEHTA
b. bopmysap mokymenTa
C. OJaHK TOKyMEHTa
d. memo
Bompoc 3
Tekct Bompoca
CoracHO CTaHJIaPTH3UPOBAHHOMY OIPEICIICHHIO, CUCTEMA IOKYMEHTAIMU — 3TO:
BribepuTe oquH OTBET:
a. COBOKYITHOCTh TOKYMEHTOB, 00Pa3yrOIIUXCS B IEITEIBHOCTH IOPUAMICCKOTO WK (HU3UUECKOTO JINIA

b. cucrema HOpMAaTUBHBIX aKTOB, PETJIAMEHTUPYIOLIMX JOKYMEHTHPOBAHUE JICSITSILHOCTH U
JOKYMEHT0000POT NPEANPUATHI Pa3IMUHbIX OPraHU3aOHHO-TIPABOBBIX (hopM

C. KOMIUTEKCHI JIOKYMEHTOB, OTpa)kalolHe MPOU3BOICTBEHHbIE, YIIPaBIeHYeCKHE, (PMHAHCOBBIC TPOIECCHI
MpEeANPUATUNA, OpraHu3alui, YUpeKIeHUN

d. COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX 0 ITPU3HAKAM IPOMCXOXK/ICHHUS, HA3HAUYCHUS, BH/IA,
cdepsl AeATeIbHOCTH, €AUHBIX TPeOOBaHUN K UX 0(OPMIICHHIO

Bomnpoc 4
TekcT Bompoca
Kakyro cucremy nokymenranuu HEJIB3S otHecTn k QyHKIIMOHATBHOM cUCTEME TOKYMEHTAIHN:
Bribepure oguH OTBET:
a. cucTeMa JOKyMEHTAlUU 34PaBOOXPaHEHUS
b. cucTemMa OTUETHO-CTATHCTHYECKON TOKYMEHTAITUH
C. cucTemMa NepBUYHOM yUETHONW AJOKYMEHTALUN
d. cucrema mIIaHOBO JOKYMEHTAIIUH
Bomnpoc 5
TekcT Bompoca

CoracHo CTaHAAPTU3NPOBAHHOMY OIIPCACIICHULO, I[OKyMeHTaHLHBIﬁ (1)OH,Z[ — OTO!



Bribepute oquH OTBET:

a. COBOKYITHOCTb JJOKYMEHTOB, B3aUMOCBSI3aHHBIX IT0 MTPU3HAKAM POUCXOKICHUS, HA3HAUCHUS, BUIA,
chepsl TeATeTLHOCTH, EAUHBIX TPeOOBaHUH K UX 0(hOPMIICHHUIO

b. COBOKYITHOCTH JOKYMCHTOB, 06p33y}OHII/IXC$I B ACATCIIBHOCTH IOPUAUYCCKOIO WIN (I)PBI/I‘-ICCKOFO Jna

C. KOMIIICKCBI JOKYMCHTOB, O6CJ'Iy)KI/IBaIOHlI/Ie MMPOU3BOACTBCHHLIC, YIIPABJICHUCCKHUC, (I)I/IHaHCOBI)Ie
IMPpOLCCChI HpCHHpHHTHﬁ, opraHmam/Iﬁ, y‘Ipe)KI[CHI/Iﬁ

d. opurragbHbIe JOKYMEHTHI PESANPUATHHA, OPraHU3aIHH, YIPSIKICHUI
Bompoc 6
TekcT Bompoca

Ha kakue rpynmbl 1ensarcsi opunuanbHble JOKYMEHTHI 1o cdepe NesSTeTbHOCTH (110 (yHKINOHATBHOMY
MIPHU3HAKY):

Bribepute ouH OTBET:
a. QyHKIMOHAJILHBIC/OTPACIICBEIC
b. odurransHbie/HEODUITHATEHBIE
C. ynpaBieHYECKHE/TEXHUUECKHUE
d. yauunupoBaHHble/HeyHH(DUIIMPOBAHHbIC
Bonpoc 7
Tekcr Bompoca
Kakoil TOKyMEeHT OTHOCHUTCS K CUCTEME YIPABICHYECKOH JOKYMEHTAINU:
Bribepute oiMH OTBET:
a. LITaTHOE paclucaHue
b. nosicuuTenbHas 3anucka
C. CTaHJapT
d. macrmopT u3memnust
Bompoc 8
Tekct Bompoca
Kakoli 10KyMEHT MOKET OTHOCHUTBCS K CUCTEME TEXHUYECKOU JOKYMEHTALIUN:
Bribepure oMH OTBET:
a. JJOKJIaHasl 3aI1cKa
b. oOBsicHuTENTBHAS 3amTUCKa

C. IIOSICHUTEIIbHAS 3aIIUCKa



d. cmy»xebHas 3ammucka
Bompoc 9
TekcT Bompoca
CoriacHo CTaHJAAPTU3UPOBAHHOMY OMPEICTICHUI0, YHU(DUITUPOBAHHAS CHUCTEMa TIOKYMEHTAIMU — 3TO:
BribepuTe oauH OTBET:

a. cucTeMa JJOKyMEHTAIIWH, CO3/IaHHAas 110 CIMHBIM MTPAaBHIaM U TPeOOBAHUSM, COJepKAINAS
nH(pOpPMAITIIO, HEOOXOTUMYIO IS YIIPABICHUS B ONIPeIeTICHHON cepe nesTeIbHOCTH

b. cucrema moKymMeHTaIMK, UMEIOLIAsl €UHBINA GopMyIIsip

C. cucTeMa JOKYMEHTAllN1, COCTAaBJIEHUE U 0QOpMIIEHHE KOTOPOH PErfiaMeHTHPOBaHO HOPMATUBHBIMU
aKTaMu

d. COBOKYITHOCTb IOKYMEHTOB, B3aMOCBSI3aHHBIX T10 MPU3HAKAM POUCXOXKICHNUS, Ha3HAUCHHMS, BUJIA,
cdepsl AeATeIbHOCTH, €ANHBIX TPEOOBaHUH K X 0(OPMIICHHIO

Bomnpoc 10
Tekcr Bompoca
CoracHO CTaHIAPTH3UPOBAHHOMY OIPENIEIICHHIO, YHU(PHIUPOBaHHAS (popMa JOKYMEHTa — 3TO:
Bribepute ouH OTBET:
a. MHpOpMAITHS, 3alTUCaHHAast HA Pa3InYHBIX HOCHTEJSX [0 YCTAHOBJIEHHBIM TpaBHIIaM

b. COBOKYITHOCTB PCKBHU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHUU C PCIIACMBIMU B Z[aHHOﬁ ccbepe
ACATCIIBHOCTHU 3ala4aMU U PACIIOJIOKCHHBIX B ONPCACIICHHOM IMOPAAKE Ha HOCHUTEIIC I/IH(i)OpMaHI/II/I

C. Ha0Op PEeKBU3UTOB, HACHTU(HHUIHPYIOMIKX aBTOPa O(PUIHATEHOIO MUCEMEHHOTO I0KyMEHTa

d. Ha6op PCKBHU3UTOB O(i)I/II_II/IaJ'ILHOl"O MUCBMCHHOI'O JOKYMCHTA, PACIIOJIOKCHHbBIX B onpez[eneHHofI
IIOCJICA0BATCIIbHOCTHU

Bomnpoc 11
Tekct Bompoca
YHudukanus 10KyMeHTOB — 3TO:
Bribepure oguH OTBET:
a. ompenesieHre Nopsiika 0hOpMIICHHS JOKYMEHTOB
b. paspabotka «mabaoHa» JOKyMeHTa
C. cBeJIeHUE K MUHIMYMY Pa3HO00pasus BUJIOB U GOPM JIOKYMEHTOB
d. mpuMeHeHHe TabIHI] U aHKET
Bompoc 12

TekcT Bompoca



CornacHo cTaHAapTU3UPOBAHHOMY OTIPEAETICHHUIO, OPTaHN3allMOHHO-PACTIOPSAUTENBHBIN JOKYMEHT — 3TO:
Bribepure oauH OTBET:

a. TOKYMEHT, CO3J[aHHbII IOPUAMYECKAM W GU3NIECKUM JUIIOM, O(OPMIICHHBINA U YIOCTOBEPEHHBIN B
YCTaHOBJICHHOM TIOPSAJIKE U UCIIOJIb3YyEMbIN B TEKYIICH EATeIbHOCTH OpPraHu3aliu

b. BUI MHCBEMEHHOTO TOKYMEHTA, B KOTOPOM (PUKCHUPYIOT PEHICHUE aIMHHUCTPATHBHBIX U
OpraHHU3aIMOHHBIX BOIIPOCOB, a TAKIKE BOMPOCOB YIIPABICHUS, B3aUMOCHCTBUS, 00CCIICUCHHUSI U
PETYINPOBaHMUS AEITEIHHOCTH OPTraHOB BIACTH, YUPEKACHUH, MPEANIPUSITHNA, OPraHU3aIUi, UX
MOAPa3ACTACHUN U TOJKHOCTHBIX JIUIT

C. HCpBH‘IHHﬁ, MHUHHUMAaIbHBINA 3JIEMEHT CHCTEMBI OpraHI/ISaL{I/IOHHO-paCHOpﬂHHTCHBHOﬁ JOKYMCHTAlNU

d. BU MUCBMEHHOTO JOKYMEHTA, OTPAKAIOIIUH JOKYMEHTHPOBAHHUE
OPraHU3alMOHHO-PACIIOPSAAUTENBHON AEATENbHOCTA OPTraHOB, OPTaHU3alMi U TOJKHOCTHBIX JIUIL

Bompoc 13
Tekcr Bompoca
Kaxune nmoncucremsr HE BXomsIT B ccTeMy opraHH3alliOHHO-PACTIOPSIUTEIIBHON JOKYMEHTALIUU:
BribepuTe oguH OTBET:
a. pacropsiauTeNnbHast JOKyMEHTALUs
b. nHpOpMaLIMOHHO-CTIpaBOYHAS JOKYMEHTAIIUS
C. TUTAHOBAS JIOKYMEHTAITHSI
d. opraHM3alMOHHO-IPABOBAs JTIOKYMEHTALUSI
Bomnpoc 14
TekcT Bompoca
K opranuzarmoHHo-pacnopsauTeasHoN nokymMeHTarmn HE oTHOCSTCS creayromme JOKyMEHTHI:
Bribepure oauH OTBET:
a. cuera-hakTypsl
b. mpoToxkomsr
C. aKThI
d. mucema
Bompoc 15
TekcT Bompoca

Kakoe makcuManbHOE KOJTMYECTBO 3HAKOB OTPAKEHO B KOJOBOM 0003HaYCHUN YHU()UIIMPOBaHHON (hOPMBI
nokymeHnTa cormacHo OKVY/I:

Bribepure oauH OTBET:



a. mATh

b. Bocemn

C. TBEHA/INIATh

d. neBsTH
Bormpoc 16
Tekct Bompoca

B xakom kog0oBoM o6o03HaueHnn yHu(pHUIHpoBanHo# hopMmel mokymenTa 05080819, cormacao OKVY /I,
BEPHO OTPaKCHBI IU(POBBIC MPU3HAKU KIacCU(DUKALINN:

BribepuTe oquH OTBET:

a. 19 — KOHTPOJIBHOE YUCIIO, KOTOPOE BBOIUTCS BO N30€kKaHNE OIMHOOK MPH CYNTHIBAHUH U UCIIONB3YeTCS
NIPY TIPOBEPKE 3aITUCH KOJa

b. 80 — moakacc GopMsl, T.€. OOLIHOCTH COJAECPIKAHUS MHOKECTBA OPM TOKYMEHTOB U HAIPaBICHHOCTD
HUX HUCIIOJIb30BaHUA

c. 050 — xmacc hopMel, T.e. IPUHAIIICKHOCTh YHUDHUIIMPOBAHHON (OPMBI TOKYMEHTA K
COOTBETCTBYIOIICH YHU(PUIIMPOBAHHON CUCTEME IOKYMEHTAIIMU

d. 081 — perucTpanoHHbI HOMEp YHHU(DUIIMPOBAHHON (OPMBI JOKyMEHTa BHYTPH MOIKIacCa
Bomnpoc 17
TekcT Bompoca
Ha kakue THIBI Toapa3aenstoTcs JOKYMEHTBI IO IPOUCX 0KICHUIO:
BriGepure ouH OTBET:

a. o0meA0CTyITHBIe/ KOH(GUICHIINANbHBIE/ CEKPETHBIE

b. nuuHbIe/ OdUIIMATEHBIC

C. BXOJISIINE/UCXOIAIINE/BHY TPEHHHE

d. uHAMBHUyaIbHBIE/ TpadapeTHbIE/ THITOBBIC
Bompoc 18
TekcT Bompoca

Ilo KaKOMY IPU3HAKY JOKYMCHTBI TOAPA3ACIIAIOTCA Ha PYKOIIMCHBIC, rpa(bnqecm/le (I)OHO,Z[OKyMeHTLI,
@OTOHOK}IMGHTH, KMHOAOKYMEHTBI, BUICOAOKYMCHTBI 1 TOKYMEHTBI, CO3JaHHBIC C ITIOMOIIBIO
KOMHBIOTepHOﬁ TCXHHUKH:

Bribepure o1H OTBET:
a. TI0 MECTy COCTaBJICHHS

b. mo MCCTY B CUCTCMC YIIPABJICHUA



C. IO YPOBHIO 3aIUTHI
d. mo cnoco0y JOKYMEHTHPOBaHUS
Bompoc 19
TekcT Bompoca
Ha xakue THUIBI TOIPa3eNAIOTC JOKYMEHTBI IO MECTY COCTABIICHHS:
Bribepure oauH OTBET:
a. BXOJAIINE /UCXOAIIre/ BHyTPEHHNE
b. muumsre/oduIaTBHEIE
C. MHAWBUAYaIbHBIE/ TpadapeTHbIC/ TUTIOBBIE
d. TOATHHHUKH/KOTIHH/ Ty OTHKATHI
Bomnpoc 20
Tekct Bompoca
Ha kakue THIbI ogpa3aenstoTes JOKYMEHTBI 110 cltoco0y W3I0KEHUS:
BribepuTe oquH OTBET:
a. mIckMa/TenerpaMmsbl/ TeneoHOTpaMMBbl/ TeNeKChl/ PakcorpaMMBbl/ AIEKTPOHHBIE COOOIIEHUS
b. mognvHHUKH/ KOTTHK/ AyOIMKATHI
C. 00MIeA0CTYITHbIe/ KOH(MUICHIIUANIBHbIE/ CEKPETHBIS
d. uauBHIYyaTbHBIC/ TpadapeTHbie/ THIIOBbIE
Bomnpoc 21
TekcT Bompoca
Ha kakue THITBI IOAPA3AEISFOTCS JOKYMEHTBI IO CTETICH! TTOJUTMHHOCTH:
Bribepure oguH OTBET:
a. mucbMa/TenerpaMmbl/ TesieOHOrpaMMbl/ TEIEKChI/ JaKCOrpaMMbl/ SIIEKTPOHHBIE COOOIICHHUS
b. mopmuaHBIe/ MO T0XKHBIE ((haTECH(UITTPOBAHHBIC)
C. IOJUIMHHUKH (OpUTHHANBI)/ KO/ Ty OINKaThI
d. vHAMBHUyaIbHBIS/ TpadapeTHBIC/ TUTIOBBIE
Bompoc 22
TekcT Bompoca
[To kakoMy TpU3HAaKy JOKYMEHTHI MOAPA3IENIAIOTCS Ha MOATMHHUKY (OpPUTHHAIIBI)/ KOTTUH/ TyOITUKaTHI:

Bribepute oquH OTBET:



a. mo hopme mpeACTaBICHAS
b. mo chepe nesrensHOCTH
C. 10 croco0y nepenadn
d. 1o cTeneHu NOATMHHOCTH
Bompoc 23
Tekct Bompoca
[To xakoMy IIpH3HAKY JOKYMEHTHI ITOIPA3ACIAIOTCS Ha YIPABICHIECKHAE U TEXHUYECKHE:
Bribepute oquH OTBET:
a. croco0y nepenaaun
b. mo crmocoby n3noKeHUs
C. 1o opMe TpeICTaBICHUS
d. mo cepe aesrenpHOCTH
Bomnpoc 24
Tekcr Bompoca
Ha kakue THITBI TOAPA3IeISIOTCS JOKYMEHTHI IO CIIOCO0y mepeiaun:
Bribepute oiMH OTBET:
a. MIChMa/TeNierpaMMBbl/ TeJeOHOTpaMMBl/ TEJIEKChI/ (haKCorpaMMBbl/ AIEKTPOHHBIE COOOIIEHUS
b. nauBKyanbHBIE/ TpadapeTHbIE/ THITOBbIE
C. MMOAJTMHHYKY (OPUTHHAJIBI)/ KOTINW/ TyOIUKATHI
d. moymHHBIE/ TTOT0XKHBIE ((panbcuduIpoBaHHbIC)
Bompoc 25
Tekct Bompoca

K kakomy THIy Kiaccu(UKaIluu JOKYMEHTOB JIOJIXKEH OTHOCHTBCS JJOKYMEHT, CPOK XpaHEHHUS] KOTOPOTO
COCTaBJISAET 75 JIET:

Bribepute oguH OTBET:
a. co cpokoM xparenus ot 10 go 75 ner
b. monroBpeMeHHOTO XpaHEHHUSI
C. BPEMEHHOT'0 XpaHEeHHS

d. MOCTOSIHHOTO XpaHEeHHUS



PA3JE 2

IIpakTuyeckoe 3aganue 2

1. Ucnomezys tpeboBanust OCT P 6 7.0.97-2016 u odurnmansusiii caitt ®1I'650Y BO «MI'TY um. I'.1.
HocoBay, coctaBbTe BO3MOXKHBIC 00pa3iibl OCHOBHBIX BU0B O1ankoB @I'EOY BO «Marauroropckuit
roCcyJapCTBEHHBIA TexHUYeCKUil yHuBepcuteT uM. I'.J11.HocoBa».

. Tect k pasgeny 1 (2 cem) /
Bompoc 1
TekcT Bompoca
Kakwue 31eMeHThI SBISIOTCS CaMbIMH KPYITHBIMH CTPYKTYPHBIMH 3JIEMEHTaMH JOKYMEHTa KaK CUCTEMBI:
Bribepute ouH OTBET:
a. 3aroJIOBOYHAs, COIepKaTeIbHAas U OQOPMIISIONIAs YaCcTH
b. cityskeGHOE 1 pabodee mojie JOKyMEHTa
C. pCKBHU3UTHI
d. conepkanue u popma
Bomnpoc 2
TekcT Bompoca
K snemenTam BHEWIHEHN CTPYKTYpPBl KHMYKHOTO W3JIaHHUSI OTHOCUTCS:
BriOepuTe oiMH OTBET:
a. BBIXOJTHBIC CBEICHUS
b. pop3arr
C. IPUIOKEHUS
d. mociecinoBue
Bompoc 3
TekcT Bompoca
K snemenTam BHyTpeHHEH CTPYKTYpPbl KHKHOTO U3JaHUsl OTHOCHTCS:
Bribepure oguH OTBET:
a. cyrmepoO0IoKKa
b. BBIXOJHBIC JAaHHBIC

C. TI/ITYJ'H:HI:Iﬁ JINCT



d. KOOHTHTYI
Bompoc 4
TekcT Bompoca

Kaxkoe omnpenenenie 10puanIeCcKON CHITBI TOKYMEHTA SIBIISIETCS] CTAaHIAPTU3NPOBAHHBIM (3aKPETIEHO B
I'OCT P 51141-98):

Bribepute oquH OTBET:

a. IOpUINYEeCKas CHyIa JIOKYMEHTa — 3TO CBOMCTBO O(HIIHATBLHOTO JOKYMEHTa, COO0IIIaeMoe eMy
JICUCTBYOIIMM 3aKOHOIATEIbCTBOM, KOMIICTCHIIMCH H3IaBIIETO €r0 OpraHa U YCTaHOBJICHHBIM ITOPSIKOM
odopmteHUS

b. ropuanyeckas cuaa JOKyMeHTa — 3TO CIIOCOOHOCTh YIPABIEHIECKOTO JOKYMEHTA BBICTYATh B
KauyeCTBE 00sI3aTEIILHOIO JJIs YYaCTHUKOB YIIPABJICHHUS: OPIaHOB YIIPABICHUS, UX CTPYKTYPHBIX
ToIpa3AeNIeHI, OOIIECTBEHHBIX OPTaHU3aAINH, TOKHOCTHBIX JIHII, TOCYIapCTBEHHBIX CIYXKAIIUX U
rpaxaaH

C. FOpUIUYECKAs CHJIA JIOKYMEHTa — 3TO COOTBETCTBHE JOKYMEHTHPOBAHHOW MH(pOpMAIIUK TPeOOBaHUSIM
O(UIMATILHOCTH, IOCTOBEPHOCTH, 0OBEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha 3aKOHOIATEIILCTRE

d. ropuanyeckas cuia JOKYMEHTa — 3TO YCJIOBHE, TIPH KOTOPOM HH(MOpMAIIHS JOKYMEHTa MOXKET ObITh
UCIOJIb30BaHa B chepe yrnpaBieHHus 0€3 COMHEHHS B €€ JOCTOBEPHOCTH JIJISl OCYIICCTBICHUS JIFOOBIX
NEUCTBUHU

Bompoc 5
TekcT Bompoca

KakoMy TepMUHY COOTBETCTBYET ClIE/IyIOIee CTaHJapTU3UPOBAHHOE OITpeIeIeH e (3aKPEIUIEHHOE B
I'OCT P 51141-98): «.... — 3T0 npocTaBieHue HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBICHHBIX MPaBHIaMH
JOKYMEHTHUPOBAHHS»:

Bribepute oiMH OTBET:
a. oopMIICHUE JIOKYMEHTA
b. cocTaBienue g0KyMeHTa
C. yHuUKAI¥S JOKyMEHTA
d. popmynsap-obpaserr

Bompoc 6

Tekcr Bompoca

Kakoii JOKYMCHT ABJISACTCA OCHOBHBIM dKTYaJIbHBIM HOPMAaTUBHBIM JJOKYMCHTOM B 00JIaCTH COCTABIICHUS U
O(l)OpMJ'IeHI/Iﬂ OpFaHI/I3aLII/IOHHO-paCHOpHﬂHTCHBHOﬁ JAOKYMCHTAllUU:

Bribepure oguH OTBET:

a. OKY [ — OK 011-93. O6mepoccuiickuii KiacCuhUKaTop YIpaBICHISCKONW JOKYMEHTAIIUH,
yrBepxkaeHHbii [loctanosnenuem ['occranmapra PO ot 30 nexabpst 1993 r. Ne229



b. TCIOY - I'ocymapcTBeHHas CHCTEMA TOKYMEHTAIIMOHHOTO O0ecIieueHns yrpasieHus. OCHOBHBIE
noJyioskeHus1. OOIre TpeOOBaHUs K JOKYMEHTaM U CIy)K0aM JOKYMEHTAIIMOHHOIO 00CCIICUeHHUS,
yTBepxkaAeHHas npuka3oM [ maBapxua CCCP ot 23 mas 1988 r. Ne 33

c. [IpaBuna genonponsBoacTBa B heaepanbHBIX OpraHax UCIOJHUTEILHON BIACTH, YTBEPIKICHHbIC
ITocranosnenuem IIpaButensctBa PO ot 15 urons 2009 r. Ned77

d. 'OCT P 6.30-2003
Bompoc 7
TekcT Bompoca
Ckonbko pexBuzuToB HacuuteiBaeT ['OCT P 6. 30-2003:
Bribepute oiuH OTBET:
a. 30
b. 31
c.29
d. 26
Bomnpoc 8
Tekct Bompoca
Kak nepeBouTcst ¢ TAaTHHCKOTO TEPMHUH «PEKBU3UT» (JIaT. requisitum):
BriGepure ouH OTBET:
a. MUHUMaJbHas 4acTb
b. arpubyT comepkanus
C. CTPYKTYPHBII 2JIEMEHT
d. Tpebyemoe, HEOOX0AUMOE
Bormpoc 9
Tekct Bompoca

Kakomy TepMUHY COOTBETCTBYET CIEIyOIee CTAaHAPTU3NPOBAHHOE ONpeiesieHUe (3aKPEIUICHHOE B
T'OCT P 51141-98): «... — 9T0 00s13aTe/IbHBIN 3JIEMEHT 0(OPMIICHUS OPUIIMATIBHOTO JTOKYMEHTa):

Bribepure oguH OTBET:
a. PEKBH3HT JIOKyMEHTa
b. 6mank moxkymenTa
C. pabouee mose TOKyMEHTa

d. 3aronoBoyHas 4yacTb JAOKYMCHTA



Bompoc 10
Tekct Bompoca

KakoMy TepMHHY COOTBETCTBYET CIIEAYIONIEe CTAaHIApPTH3NPOBAHHOE OTIPEIeICHUE (3aKpeTIeHHOe B
I'OCT P 51141-98): «... — 3TO MOAEb MOCTPOCHUS TOKYMEHTA, YCTaHABIUBAIOIIAS 00JaCTh MPUMEHEHHS,
dopmatsl, pa3mepsl mojei, TpeOOBaHHS K IIOCTPOCHUIO KOHCTPYKIIHOHHON CETKH M OCHOBHBIE
PEKBU3UTHI»:

Bribepute oquH OTBET:
a. TUTIOBOH (hOpMYIISIp
b. 6imank noxkymeHTa
C. popmysip-oOpasenn
d. popmystsip moKyMeHTa
Bomnpoc 11
Tekct Bompoca
IMponomxkute onpenenenue: GopMynsp TOKYMEHTa 3TO - ...
BribepuTe oguH OTBET:
a. BHyTpeHH:s popMa TOKyMEHTa, OTIpeeNsonias CTPYKTYPY TEKCTa U €ro sI3bIKOBBIE 0COOEHHOCTH

b. Habop PeKBU3UTOB OPHUIHATEHOTO MMCBMEHHOTO IOKYMEHTa, PACHIOIOKEHHBIX B OTPEICICHHON
MOCIIEA0BATEIIBHOCTH

C. 3ahvkcupoBaHHAs HA MaTEPUATLHOM HOCHTENEe HHQOpMAIHS C PpEKBU3UTAMH, MTO3BOJISIFOIIUMHE €€
UACHTHPHULINPOBATD

d. Habop PEeKBU3UTOB, WACHTUDHUIUPYIOLIUX aBTOpa OPUIIHATEHOTO MUCBMEHHOTO JOKYMEHTa
Bomnpoc 12
Tekcr Bompoca
[Tponomwxkure onpenenenue: 6JIaHK TOKYMEHTa — 3TO ...
Bribepure o1H OTBET:

a. MOJZIeJIb ITIOCTPOCHMS JJOKYMEHTA, YCTaHABJIMBAIOILIAs o0acTn NPpUMCHCHHU, (l)OpMaTLI, pasMepbl HOHCﬁ,
Tpe6OBaHI/I$I K IMOCTPOCHUIO KOHCTPYKHHOHHOﬁ CCTKU U OCHOBHBIC PEKBU3UTHI

b. TumoBas Mozens, comepIKaIas COBOKYIMHOCTE 0053aTENBHBIX PEKBU3UTOB, CBOMCTBEHHBIX JOKYMEHTAM
YHUGDUIIUPOBAHHONW CHCTEMBI OPTaHU3AITHOHHO-PACTIOPSIUTEILHON TOKYMEHTAITUH M PACIIONIOKEHHBIX
oTpeieNICHHBIM 00pa3oM

C. Ha60p PCKBU3UTOB 0(1)I/ILII/IaJ'IBHOFO NHUCBbMCEHHOT'O JOKYMCHTA, PACIIOJIOKCHHBIX B OHpC,E[GHCHHOfl
IOoCJICA0BAaTCIIbHOCTHU

d. Ha6op PCKBU3UTOB, I/I,I[CHTI/I(l)I/ILII/Ip}IIOH.[I/IX aBTOpa 0(1)I/ILII/IaJ'H>H01"O MUCBbMCHHOT'O JOKYMCHTA



Bompoc 13

Tekct Bompoca

Kaxoe BrICKa3bIBaHHE SBISETCS HEBEPHBIM:
Bribepute oquH OTBET:

a. HaumenoBanue Bua Ci1y»keOHOTO JOKYMEHTa CTAI0 O(QOPMIISTHCS OTACIBHBIM PEKBU3UTOM HaJl
TekcToM ¢ XV cronerus

b. B Poccun odunnanbHbie, AeI0BbIC JOKYMEHTBI CTATH PETYJIIPHO MOAMUCHIBATHCS aBTOPAMH, HAUHHAS
¢ smoxu Iletpa |

. @opmydsip opUIHATBHOTO JOKYMEHTA CTall CKIIAJBIBATHCS B MeXIypedbe HECKOIBKO THICSY JIET Ha3al

d. B Poccun B cityxebnbix qokymentax 10 XVIII Beka aBTop 00bI4HO 0003HAYAIICS B HAYAJIEC WITH B KOHIIE
TEKCTa, T. €. TOT PEKBU3UT HE BBIIEISIICS B KAYECTBE CAMOCTOSTEIBHOTO JIEMEHTA

Bomnpoc 14

Tekct Bompoca

Kakoe BbIcKa3bIBaHHE SBIISCTCSI HEBEPHBIM:
BribepuTe oguH OTBET:

a. PexBU3NT «HanMEeHOBaHHE BUIA TIOKYMEHTa SIBJISIETCS TOKYMEHTOOOPa3yIOINM IPU3HAKOM,
MO3BOJISIOLIMM MOJTYYHUTh HayaJbHOE, caMoe 00I11ee NpeICTaBIeHNE O JOKYMEHTE, €ro IPaBOBOi
3HAYUMOCTH

b. ITpumenenne TOCT P 7.0.97-2016 siBisieTcst 00s13aTeIbHBIM ISl BCEX COBPEMEHHBIX OpraHU3aIlHid,
YVUPEKACHUH, TPEATTPUATHI JTFOOBIX OpPraHU3alMOHHO-TIPABOBBIX (GopM

. @opmyIsip JOKyMEHTa MPOAUKTOBAH HE TOIBKO HEOOXOANMOCTBIO CTPYKTYPHUPOBATh HH(POPMALIHIO,
cienaTh €€ IPrOHOMHYHON, HO M HEOOXOTUMOCTBIO IPUIATh JOKYMEHTY IOPHANYECKYIO CHUITY, CIIENaTh
3arevyaTiIeHHYI0 B HeM HH(popManuio oQuraIbHON

d. Kaxipiii peKBU3UT KaK MIEPBUYHBIN CTPYKTYPHBIN 3JIEMEHT IOKYMEHTa B TOW MJIM HHOW CTETICHH
OTpa’kaeT I0pPUANYECKH 3HAUNMYIO HH(POPMAIHIO

Bompoc 15
TekcT Bompoca
[Ipomomxkwute onpeneieHne: aTpudyIUs — 3T0. ..
Bribepure oguH OTBET:
a. pa3HOBUJIHOCTh YIIPABJIEHYECKOrO TOKyMEHTA
b. ycraHOBNICHHE MTOJTMHHOTO HMEHHU aBTOpa
C. BBISIBIICHHE aTPHOYTUBHBIX CBOMCTB JJOKYMEHTA

d. MMpU3HAHUC JOKYMCHTA HeﬂeﬁCTBHTCHLHBIM



Bompoc 16
Tekct Bompoca
Kakoii 10OKyMEeHT 10 CTPYKType SIBJSIETCS IPOCTHIM:
Bribepute oquH OTBET:
a. rasera
b. mpenpunT
C. coOpaHue COUYMHCHMI
d. cepus
Bomnpoc 17
Tekct Bompoca
Kakoe onpeneneHne COOTBETCTBYET HOHSITHIO «IIPOCTOM JOKYMEHT»:
Bribepute ouH OTBET:

a. HECKOJIbKO COOOIIEHHI U3 IBYX WM Oojiee cooOmIeHHi (POnu3BeCHNH ), YacTel M TOMOB,
00BeIMHEHHBIX 00IIEl TEeMOW Wi MPOOIEMOH, 1ENbI0, aBTOPOM U T. TI., 3a(IKCUPOBAHHBIX Ha
HECKOJIBKMX MaTePHAIBHBIX HOCUTEIISIX

b. omHO cooOIIeH e, TOMENCHHOE HA OJTHOM MaTePHAILHOM HOCHUTEIE
C. TOKYMEHT,COJIep>KaIlliid OJTHO TIPOU3BEICHIE

d. TOKyMEHT, COCTOSIINIT N3 HECKOJIBKUX MPOU3BE/ICHNH, 3a(MKCUPOBAHHBIX HA OJIHOM MaTepHaIbHOM
HOCHUTEJIe

Bomnpoc 18
Tekcr Bompoca
Kakoe komoBoe o0o3HaueHne Ha qokymente HE naentuduuupyer aBropa:
Bribepute oiMH OTBET:
a. OI'PH
b. OKIIO
c. UHH/KIIII
d. OKY I
Bormpoc 19
Tekcr Bompoca
Kakoit u3 nepeyncineHHbIX PeKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YIOCTOBEPEHHUS:

Bribepute oquH OTBET:



a. rpud yTBEepIKICHUS
b. oTTHcKk euaTn
C. Tpud coriaacoBaHMI
d. momnuce
Bormpoc 20
Tekct Bompoca
Kakoe BbICKa3bIBaHHE SIBIISICTCS] HEBEPHBIM:
Bribepute oquH OTBET:

a. JIEKTpOHHAs IU(POBast MOAIMKUCH SBISIETCS Pe3yIBTaTOM PEOOpa30BaHUs PYKOMMCHOM MOITHCH
aBTOpa JOKYMEHTA B €€ (DaKCUMMIIbHYIO KOIUIO B LU(POBOM (opmMaTe Ha JIEKTPOHHOM HOCHUTEIE

b. DnexrponnHas nudpoBas HOAMKUCH MPEAHA3HAYEHA IS 3aIIUTHI AJIEKTPOHHOTO JOKYMEHTA OT MOAICIIKA
Y UICHTU(UKAIIUH BIAJENbIa cepTH(HUKATA KIF0Ya ITOAIICH

C. JIEKTPOHHAs LI (POBAst MOAMKUCH MTO3BOJISIET YCTAHOBUTH OTCYTCTBUE HCKAXKEHUS HH(GOPMALIUH B
3JIEKTPOHHOM JOKYMEHTE

d. DnekTpoHHas UQPOBast MOAMUCH 00JIaIaCT CBONCTBAMH IBYX PEKBU3HUTOB: IIOIIIHCHY H «IICUATh
Bomnpoc 21
TekcT Bompoca

Kakomy MOHSTHIO COOTBETCTBYET CIEAYIOIIAS XapaKTEPUCTHKA: «3TOT (HOpMYJIISIp XapaKTepU3yeTcs
OTpeIeICHHBIM KOJMYECTBOM PEKBU3UTOB, PACTIONIOKEHHBIX B CTPOrOi IMOCIEA0BATEIbHOCTH, U
XapaKTepeH AJIsl KOHKPETHOIO BUIA TOKYMEHTOB, HAalpUMeEp, IPUKa3a, akTay:

Bribepute oiMH OTBET:

a. popmysp-oOpaserr

b. bopmysp

C. TUTIOBOH (hOpMYIISIp

d. uHAMBUIYATBHBII HOPMYJISIP
Bompoc 22
TexkcT Bompoca

Kaxomy mOHSTHIO COOTBETCTBYET CIEAYIONIAs XapaKTEPUCTHKA: «ITO COBOKYITHOCTH PACTIOJIOKEHHBIX B
OIpeAeICHHON TOCIEe0BAaTEIbHOCTH PEKBU3UTOB, IPUCYIIMX BCEM BHJIaM JaHHOW CUCTEMBI
JIOKYMEHTOBY:

Bribepure oguH OTBET:
a. MHAWBUAYaIBHBIN HopMyIsap

b. TunoBoit hopmyssp



C. popmysp-oOpaserr
d. popmyisip
Bompoc 23
TekcT Bompoca
Kakoii pexBusut 6611 u3bar u3 ['OCT P 7.0.97-2016:
Bribepute oiuH OTBET:
a. Tpud OrpaHUICHUs TOCTyIa
b. MHH/KIIIT
C. KOJ OpraHu3anuu
d. OTPH
Bonpoc 24
Tekct Bompoca

Kaxoit pekBU3UT HE OTHOCUTCS K PEKBU3UTAM 3aTr0JI0BOYHON YaCTU OPraHU3aAIMOHHO-PACTIOPSTUTEIHHOTO
JIOKyMEHTA!

Bribepute oiuH OTBET:
a. pe30Jaronua
b. HanmMeHOBaHKe BH/IA JOKYMEHTa
C. HANMEHOBAHUE OPTaHU3AIIH
d. MecTo u3naHus
Bompoc 25
Tekcr Bompoca
Kakue pekBU3HTBI COCTABIAIOT COEPIKATENBHYIO YaCTh JOKYMEHTA:
Bribepure ouH OTBET:
a. 3ar0JIOBOK K TEKCTY, TEKCT
b. TekcT, OTMETKA O HATMYUU IPUIIOKESHUS
C. 3ar0JIOBOK K TEKCTY, TEKCT, OTMETKA O HAIMYUH TPHIIOKESHHUS
d. 3aroJIOBOK K TEKCTY, OTMETKA O HAJTMYMH TPHI0KEHHS
Bompoc 26
TekcT Bompoca

Pabota Hanm comepkaTebHOM YacThIO TOKYMEHTa — 3TO... !



Bribepute oquH OTBET:
a. COCTaBJICHHE TOKYMEHTa
b. 3aBepeHne moKkymeHTa
C. YZIOCTOBEpPEHHE JIOKYMEHTA
d. ohopmitenre 1oKyMeHTa
Bomnpoc 27
Tekct Bompoca

Kaxkoe none popmyispa-oOpasiia opraHu3aIiOHHO-PACTIOPSITUTENEHOTO JOKYMEHTA MIPEACTAaBISIET CO00H
ciryxe0HOe Toe:

BribepuTe oquH OTBET:
a. BEpXHUH U HIOKHUM KOJIOHTUTYJIBI JOKYMEHTA

b. B 1eBOM BepxHeM yri1y popMaTa ImpH yriioBOM PACIONIOKSHUU PEKBH3UTOB WM B BEPXHEH €ro YacTH 110
HEHTPY MIPH MIPOJOIHFHOM BapHaHTE PACIONIOKEHIS PEKBU3UTOB OJaHKa

C. 4acTh oAU popmaTa, IpeIHa3HauYCHHAs JIJIs TTOJIeH JOKYMEHTA, JIJIs 3aKPeIUICHUS IOKyMEHTa B
TEXHUYECKUX CPEJICTBAX XPAaHEHHUS, 1 HAHECEHHUS CTIEIUATbHBIX N300pakeHUH

d. wromaas yHUGHUITUPOBaHHON (OPMBI TOKYMEHTA WK OJIaHKa, TpeIHa3HAUYEHHAs /IS 3aITOTHCHUS
PEKBHU3UTAMHU

Bomnpoc 28
Tekct Bompoca

Kaxkoe mosne popmyiisipa-o6pasiia OpraHu3aimOHHO-PACIOPSIUTEILHOTO JOKYMEHTA IPEICTABIISET CO00H
pabouee noJie:

Bribepute oiMH OTBET:

a. B JIEBOM BEpXHEM YTy hopMaTa Ipu yriI0BOM PacIOOKEHUH PEKBU3UTOB MM B BEPXHEH €ro YacTu Mo
HEHTPY MPH NMPOJOIFHOM BapHaHTE PaCHOOKEHHUs] pEKBU3UTOB OJaHKa

b. BerHI/Iﬁ ¥ HUKHHI KOJIOHTUTYJIbI JOKYMCHTA

C. 4acTh IJIomaan (bopMaTa, npeaHasHauCHHaA IJid IoJICH AOKYMCHTA, AJId 3aKPCIVICHUA JOKYMCHTA B
TCXHUYCCKUX CPCACTBAX XPAHCHUS, I HAHCCCHHUS CIICHHUAJIbHBIX I/I306pa)KCHI/Iﬁ

d. miomanab YHH(bHHHPOBaHHOﬁ (bOpMBI JOKYMCHTA HUJIHN 6J'IaHKa, npeaAHasHauCHHas Ui 3all0JTHCHUA
PEKBU3UTAMHU

Bompoc 29
Tekcr Bompoca
Kaxkas xapakTepucTHKa COOTBETCTBYET HOHSATHIO «IIE€PEMEHHBIE PEKBU3UTHD»:

Bribepure oauH OTBET:



a. DTO HHANBUAYATbHBIE IS KQKJ0TO KOHKPETHOTO JOKYMEHTA PEKBU3UTHI; OHH BHOCSTCS B JOKYMEHT B
MPOIIECCE €r0 MOATOTOBKH U 0POPMITEHUS

b. Dt pekBuU3UTHI 00pa3yIOT OPHUITHATBHBIN OJIAHK JOKYMEHTA, HACHTHPHUIUPYIOT aBTOPa TOKYMEHTa

C. DTO pEKBU3UTHI,00IIIHE IS BCEX JOKYMEHTOB OJTHOTO BHJIa; MX MOXHO 3apaHee pa3MEeCTUTh Ha
CTaHIApPTHOM JIUCTEe OyMaru TUIOrpadCcKuM CrmocoboM, ¢ MOMOIIBI0 KOMITBIOTEPA WITH CIEITHAIEHOTO
mITammna

d. 910 pexBusutsl 01-10, Bmrouas pexusut 14, omucannsie B TOCT P 7.0.97-2016
Bompoc 30
Tekct Bompoca
B npouiecce nBMKEHHS BHYTPEHHHUX TOKYMEHTOBO(OPMIISIOTCS:
BribepuTe oguH OTBET:

a. CChIJIKAa Ha PEerrCTPallMOHHBIN HHIEKC U JaTy JOKYMEHTA, 3aT0JIOBOK K TEKCTY, OTMETKa O HAJTMYUU
NPUIOXKEHHUH, OTMETKA O 3aBEPEHUH KOIIMH, OTMETKA 00 HCHOJIHUTENE, HACHTH(PHUKATOP SIEKTPOHHOMN
KOIUH JTOKYMEHTa

b. rpud cornacoBaHus JOKyMEHTA, BU3bI COTJIACOBAHMS JOKYMEHTA, OAIKCH, TPU( YTBEPIKICHUS,
OTTHUCK I€YaTH, 1aTa JJOKyMEHTa, pErUCTPALMOHHbIN HOMEp JOKyMEHTa

C. OTMETKa O MOCTYIJICHUH JIOKYMEHTa B OPTaHU3aIMI0, PE30JIIOLHUS, OTMETKA O KOHTPOJIE, OTMETKA 00
HCIIOJIHCHUH TOKYMEHTA U HAIMIPaBJICHUU €T0 B JIEIIO

d. 3aronoBok Kk TEKCTY, OTMETKA O HAJIMYNHU NPUITOKCHUA; BU3bI COIJIAaCOBAHUA; OTMECTKA O 3aBEPCHUHN
KOITMH,; OTMCTKa 00 HUCIIOJTHUTECIIC, I/I,Z[CHTI/I(i)I/IKaTOP 3J'I€KTpOHHOI>i KOIIMK JOKYMCHTA

Bompoc 31
TekcT Bompoca

Ha xakvie BuIBI IOpa3ieisiFoTCs OIAHKH JOKYMEHTOB TI0 PACIIONOkKeHnto pekBu3nToB cornacao 'OCT P
7.0.97-2016:

BriOepuTe oiMH OTBET:
a. o0muii O1aHK, OJIaHK MUChbMa, OJIAaHK KOHKPETHOTO BHJIa JOKYMEHTA
b. yriioBbIie ¥ POIOIbHBIC
C. O1aHK opraHu3aliy, OJJaHK CTPYKTYPHOTO TOAPa3IeICHUs OpraHnu3alnH, OJaHK TOJHKHOCTHOTO JIULA
d. ieHTpUpoOBaHHKIC U (IaroBbie
Bompoc 32
TekcT Bompoca

Kaxoii kimaccudukaioHHbIH TPU3HAK MOJIOKEH B OCHOBY JIeJICHHS 0JIAHKOB Ha OJIaHK OpraHHU3allHH,
0JIaHK CTPYKTYPHOTO TOIpa3/ieTICHIs OpraHu3aIiy, OJJaHK JOJDKHOCTHOTO JIMIIA:

Bribepute oquH OTBET:



a. 1o aBTOpPY

b. mo Buxy mokymeHTa

C. TI0 PacTOJIOKEHHUIO PEKBU3UTOB

d. mo croco0y oopmiIeHUS] PEKBU3UTOB
Bompoc 33
Tekct Bompoca

Ha xakwie BuapI mogpas3nensroTcst OIaHKu JOKYMEHTOB 10 BUAY AokyMmeHTa coriacHo ['OCT P
7.0.97-2016:

BribepuTe oquH OTBET:
a. o0muii O1aHK, OJTaHK MUChMa, OJIaHK KOHKPETHOTO BHIA JOKYMEHTa
b. 6mank opranuzaiyu, OJJAaHK CTPYKTYPHOTO MOApa3/ieieH s OpraHu3anny, OJaHK TODKHOCTHOTO JIMLA
C. YIJIOBBIC U IIPOJOJIbHBIC
d. LeHTpHPOBaHHBIC U (IIaroBbie
Bonpoc 34
Tekct Bompoca

Kakue peKkBU3UTHI BKIIIOYAET OOMIUI OJIaHK OpraHU3aIl[MOHHO-PACIIOPSIUTEILHOTO JOKYMEHTA COTJIaCHO
I'OCT P 7.0.97-2016:

Bribepute oiMH OTBET:

a. 'ocynapctBennsiii repo P® (I'epb cyobexTa PO wmmm smOiieMa opraHu3aniy, TOBapHBIA 3HAK (3HAK
obciykuBanus)), ko opranuzanuu (o OKIIO), OI'PH, MHH/KIIII, cipaBouHbie aHHBIE 00
OpraHu3alyy; HAMMEHOBAaHUE OPraHU3aLKI, MECTO COCTABIICHHUS WM U3aHUsI JOKYMEHTA,
OTpaHUYUTENBbHBIE OTMETKH IS 1aThl IOKYMEHTA, PETUCTPAIIMOHHOTO HOMEPa JIOKYMEHTa, CChIJIKU Ha
PETUCTPALIMOHHBIA HOMED U JIaTy JIOKyMEHTa, aJipecaTa, pe30JIfoIiH, 3arojoBKa K TEKCTY, OTMETKH O
KOHTpOJIE, TEKCTa

b. l'ocynapcrennsiii repo PO (I'epbd cydbekra PO nim smOiiema opranuzaium, TOBapHbIH 3HAK (3HAK
o0cIy>KuBaHMs)), HAUMEHOBaHUE OpPraHU3aluU, MECTO COCTABJICHHS WIIM U3AaHUs JOKYMEHTa,
OTpaHUYUTEILHBIC OTMETKH IS IaThl JIOKYMEHTa M PETHCTPAIMOHHOTO HOMepa JJOKYMEHTa

C. HAMMCHOBAHME OpraHu3alMM, MECTO COCTABJICHHUS WJIM U3J1aHUA TOKYMEHTA, CIPABOYHLIC JAHHBIC 00
opraHu3anun, OrpaHUYIUTECIBHBIC OTMETKU JIA 3arojioBKa U TCKCTa JOKYMEHTA

d. Tocymapcreennsiii repd PD (T'ep6 cyobekta PD wimn sMOIeMa OpraHu3aiii, TOBAPHBIH 3HAK (3HAK
o0cyXUBaHWsl)), HAMMEHOBAHUE OpraHU3aIlK, HAUMEHOBAaHHUE BU/Ia JOKYMEHTA, MECTO COCTABJICHHS WIIN
U31aHUS JTOKYMEHTA, OTPaHUYUTENbHBIE OTMETKH JIJISl 1aThl JOKYMEHTA, PETUCTPALIMOHHOTO HOMEpa
JIOKYMEHTA, CCBUTKH Ha IaTy W PETUCTPAIIMOHHBIA HOMED TOKYMEHTA, 3ar0JI0BKa K TEKCTY, OTMETKH O
KOHTpOJIe

Bompoc 35



Tekct Bompoca
Jis KakuX BUIOB IOKYMEHTOB UCTIONB3YIOT OOLIHiA OJaHK:
Bribepute oquH OTBET:
a. MOOBIX BUIOB IOKYyMEHTOB, KPOME ITPHKa3a
b. 1r00BIX BUIOB TOKYMEHTOB
C. TOJIBKO JJISl IMChMa
d. 1F00BIX BUIOB JOKYMEHTOB, KPOME MTHChMa
Bompoc 36
Tekct Bompoca
Kakwue crioco0Ob! pasmenienus pekBu3uTo npeaycmorpensl 'OCT P 7.0.97-2016:
BribepuTe oguH OTBET:
a. YIVIOBOM M NPOAOIBHBIN
b. oburmanbHeI 1 HEODUITMATBHBIH
C. MAIIMHOIKCHBIN U PYKONUCHBIN

d. meHTpUpOBaHHBIN U (IAroBbIi

[Ipaktrueckoe 3aganue 3 (2 cem)
1. OTBeTbTE Ha BOMPOCHI:

1) KakuMu HOpMaTHBHBIMH TPABOBBIMH aKTaMH PErIIAMEHTHPYETCS HCIIOIb30BaHIe H300paXKeHuit repoa
YensOunacKo# obmactu u repda Pecrryonuku bamkoprocran?

2) Ucnone3ys otBet Ha Bonpoc Nel, MPOIUTHPYHTE CTAThH COOTBETCTBYIOIINX HOPMATHBHBIX MTPABOBBIX
aKTOB, B KOTOPBIX OTPaYKEHA perjaMeHTanus n300paxeHus repoa YensOuHckoii obnacTu U repoa
PecnyOnuku Baimikoproctan Ha OiaHKax JTOKYMEHTOBR.

2.

2.1. Ucnonw3ys nHpopmaiuio 06 ocHOBHBIX pekBu3uTax OPJl B nepednciieHHbIX HIKe JOKYMEHTaX,
3aIr0JTHUTE TaOMUILy. 3aroHss Tabaully, CTapaiiTech OTpakaTh CXOXKKE 0 PYHKIHMU U CONEPKAHUIO
PEKBU3HUTHI Ha OJTHOW CTPOKeE 7St oOsierdeHus cpaBHeHus. Ha3BaHNs peKBU3UTOB, OTPaKEHHBIE TOJIBKO B
JAaHHOM aHAJIM3UPYEMOM JOKyMEHTe, OhOPMIIIHTE K KOHILY TaOJIHIIBI.

Ne |HammeHoBaHue pekBu3uTa B[HanmeHoBanue HanmeHnoBanue pexsusuta B [Ipasuiiax no
n/n [OCT P 6.30.-2003 pexBu3ura B 'CJJOY  |nenonpous3BoacTBY U MeToa. peKOMEHAauAX




2.2. . Onmpasich Ha JaHHBIC, MOJyYCHHBIC B TAOJHUIIE, ClIENalTe COOTBETCTBYIOIINE BHIBOIBI U

KOMMCHTAapHu: COBIIAAACT JIM COCTAB U Ha3BaHWUA PECKBU3UTOB B IPCACTABJIICHHBIX TOKYMCHTAX; KaKHUC
PEKBU3UTHI IOBTOPAIOTCA U B KAKUX JOKYMCHTAaX; KaKUE€ PEKBU3UTHI HAXOJAT OTPAXKEHUE TOJIBKO B OJHOM

H3 JOKYMCHTOB, KaKU€ TOJILKO B ABYX.

2.3. Kakumu 13 npoaHaM3UpOBAHHBIX JOKYMEHTOB JOJKEH PYKOBOACTBOBATHCS] COBPEMEHHBIN
JEJIOTIPON3BOIUTENb MTPH 0()OPMIICHUH OPTaHU3AIMOHHO-PACIOPSIIUTENbHON qokymMeHnTanuu? [Touemy?

HcTouyHNKH IJI9 aHAIN3a:

1.

I'OCT P67.0.97-2016 «YHuduuupoBaHHass CHUCTEMa OPTaHU3AIMOHHO-PACTIOPSIUTEIHHOM
JokyMeHTaruu. TpeboBaHus K 0)OPMIICHUIO TOKYMEHTOBY.

locymapcTBeHHass cHCTeMa JOKYMEHTAIIMOHHOTO oOecneueHus yrpasieHHs. OCHOBHBIC
nosiockeHus. OO0Ime TpeOOBaHUs K JOKYMEHTAM U CIIy>KOaM JIOKYMEHTAI[MOHHOTO 00eCIeUCHUS
ot 25 mas 1988 r. (1991r.) Ne 33.

[MpaBuia nenonpon3BoACTBa B (heJepalibHBIX OpraHax UCIOJHUTEIbHOM BIACTH, YTBEPIKICHHBIC
ITocranosnenuem IIpaButensctBa PO ot 15 utons 2009 r. Ned77.

Metonuveckne peKOMEHIAIMM 1O pa3paboTKe WMHCTPYKIHMHA TIO JICJIONPOM3BOJICTBY B
GbeneparabHbIX OpraHax HCIOJHUTEILHOW BIAacTH, yTBepxkieHbl IIpuka3zom PocapxuBa oT 23
nexadpst 2009 r. Ne 76.

Jiist 3amoHeHus TaOIHIBI UCTIONB3YHTE 0a3bl JaHHBIX, HH(POPMAIIMOHHO-CIIPABOYHBIE M IOUCKOBEIE

CHUCTCMBI:

I'apant

http://www.consultant.ru/

http://www.termika.ru/

Tect k pazaeny 2 (1 kype) /

Bompoc 1

TekcT Bompoca

Kaxoif HopMaTHBHBIN PaBOBOW aKT persiaMeHTHpyeT u3obpaxkenue ['ocymapcTBernoro repba PO Ha

OnaHkax AOKYMCHTOB!

Bribepute oquH OTBET:


http://www.consultant.ru/
http://www.termika.ru/

a. PenepaibHbIM KOHCTUTYIITMOHHBIN 3aKOH
b. Koncruryuus PO
C. Iloctanonenue IlpaButenncTBa PO
d. Vka3s IIpe3ungenra PD
Bompoc 2
Tekct Bompoca

Ha xaxom 6manke MoxeT OBITh pa3MenieHo n3o0paxkenue ['ocynapcTBenHoro repba Poccuiickoit
®denepanyii B OTHOIIBETHOM BapUaHTE 0€3 repalibIHUeCKOro MuUTa;

BribepuTe oquH OTBET:
a. 'enepanbHoli mpokypaTypsl Poccuiickoit @enepanuu
b. opranos, opranusanmii u yupexaeuuii npu IIpesumenre Poccuiickoit @eneparmn
C. (heaepanbHBIX OPraHOB HCIIOIHUTENBHON BIACTH
d. Aamunuctpanuu [pesunenra Poccuiickoit depepanun
Bompoc 3
Tekct Bompoca
Ha kakux Onankax nomemaercs repd MOCKBBI B MHOTOILIBETHOM BapHaHTE:
Bribepure oauH OTBET:
a. KonTtponbpHO-CUeTHOM nanaTel MOCKBEI
b. mpaBOBBIX aKTOB MHBIX OPTAaHOB UCTIOJHUTEIBHOM BIACTH rOpoa MOCKBBI M MX TOJDKHOCTHBIX JIUIL
C. MOCKOBCKO# TOPOACKON N30MPATENEHON KOMUCCHH
d. perienuii YcTaBHOro cyaa ropojia MockBbl
Bomnpoc 4
Tekct Bompoca

Kaxoit HOpMaTHUBHBIN aKT YCTaHABIWBAET TPEOOBAHUS K pa3MEIICHUIO SMOJIEMbI, TOBAPHOTO 3HAKa (3HAKa
obcy>)kuBaHMS) Ha OJaHKaX OpPTaHU3aINH:

Bribepure oguH OTBET:
a. yUpeIUTENbHbIE TOKYMEHTBI OpraHU3aLuN
b. penepanbusiii 3aK0oH
C. nocraHoBienue [Ipasurenscrtea PO

d. rocyapcTBeHHBIHN CTaHAAPT



Bomnpoc 5
Tekct Bompoca
Ombnemy u ToBapHBIii 3HaK HE BocmponsBoasT Ha O61aHKe, eciii Ha HEM ITOMeEIIeH (-a):
Bribepute oquH OTBET:
a. OTTHCK repOOBOM TIeUaTH
b. moamuce
c. 'ocynapctBennsiii repd Poccuiickoit denepannn
d. pe3omorus
Bormpoc 6
Tekct Bompoca

[Iponomxkute BrICKa3bIBaHue: «HanMeHOBaHME OpraHU3aIli, SBJISIONICHCS aBTOPOM JOKYMEHTA, JOIKHO
COOTBETCTBOBATh HANMEHOBAHUIO, 3aKPETUICHHOMY ...»:

BribepuTe oquH OTBET:

a. B TOCY/IapCTBEHHOM CTaH/IapTe

b. B 3akoHe

c. 8 OKIIO

d. B yYpeIUTEIbHBIX JOKYMEHTAX OpraHU3aI[iu
Bonpoc 7
Tekct Bompoca

HanmenoBanus opraauzanuii 1 cyosekToB Poccutickoii @enepanuy, UMEIOIINX HAPSIY C
rOCYJapCTBEHHBIM s13b1kOM Poccuiickoit Depepanun (pycCKUM) rOCYJapCTBEHHBIN SI3BIK CYObEKTOB
Poccuiickoii @eaepannu neyaTaror:

Bribepute oiMH OTBET:
a. BCe BapUAHTHI BEPHBI
b. Ha rocynapcTBeHHOM s13bIKe PD
C. Ha s13bIKe cyOBbekTa PO
d. Ha AByX sA3bIKax (HA roCcyaapCTBEHHOM si3bike P 1 Ha s3bIke cyOhekTa PD)
Bompoc 8
Tekcr Bompoca
Ha GraHkax Kakux TOKyMEHTOB O(hOpMIISIOT CIIpaBOYHbIEC JaHHbIE 00 OpraHU3aINN:

Bribepute oquH OTBET:



a. yCTaBOB
b. cnyxe6HBIX TIFICEM
C. IPHUKAa30B
d. pacopspkenuit
Bompoc 9
Tekct Bompoca
Kakwue sanemenTh pexkBu3nTa «CripaBOYHbIC JAHHBIC 00 OPTaHU3AIMI» SIBISIFOTCS 00s3aTeIbHBIMH:
Bribepute oquH OTBET:
a. 0aHKOBCKHME PEKBHU3HTHI, TIOYTOBBIH ajpec
b. mouroBsIii anpec, Homep Tenedona
C. (hakc, HOMep INEKTPOHHOM MOYTHI, 0AHKOBCKUE PEKBU3HUTHI
d. mouToBkIi aapec, Homep TenedoHa, HoMep (akca, TeJIeKca, CYCTOB B 0aHKe, aIpec MICKTPOHHON MOYTHI
Bomnpoc 10
Tekcr Bompoca
VYkaxuTe NpaBHIbHYIO MOCIEIOBATEIEHOCTh SJIEMEHTOB ITOYTOBOTO aJipeca:
Bribepute oiMH OTBET:

a. yJIMIa, I0OM, HOMEp KBapTHUPhI, HA3BaHUE PECIYOJIUKHU, Kpasi, 001aCTH, aBTOHOMHOTO OKpyTa
HAaCEJICHHBIN IMYHKT, pailoH, CTpaHa, MOYTOBbINA UHAEKC

b. HOMep KBapTUPBIL, 1OM, yJIHIIA, HACEIEHHBII yHKT, HA3BAHUE palloHa, Ha3BaHHUE PECIyOIIUKH, Kpas,
001acTH, aBTOHOMHOT'O OKPYTa, CTPaHa, OYTOBBINA MHIEKC

C. MOYTOBBIN MHJIEKC, HOMEp KBAapTUPhI, Ha3BaHUE PECITyONIMKH, Kpasi, 001aCcTH, aBTOHOMHOTO OKpyTa
HaCeJICHHBIH MMyHKT, palioH, CTpaHa, OYTOBBIA MHIEKC

d. ynuia, 1oM, HOMep KBapTHPHI, HACEJICHHBIH MYHKT, PaliOH, Ha3BaHUE PECITyOINKH, Kpasi, 001acTH,
aBTOHOMHOTO OKpYTa, CTPaHa, TOYTOBBIM UHIEKC

Bompoc 11
TekcT Bompoca
Kon opranuzanuum npocTasisoT 110:
Bribepure oguH OTBET:
a. OKB3/]],
b. OKY

c. OKATO



d. OKIIO
Bompoc 12
TekcT Bompoca
IIpu m3roroBneHny Kakux 01aHKOB oopmirsercs pekBu3uT « MHH/KIIIT»?
Bribepure oauH OTBET:
a. yrinoBoro 0JaHKa MUCbMa OpraHu3aluy
b. npomonpHOTO GI1aHKa NHChMa OPraHU3ALHN
C. IPO0JILHOTO OJTaHKa MHChMa JODKHOCTHOTO JIMLA
d. Bce BapuaHThI BEPHBI
Bompoc 13
Tekcr Bompoca
YkakuTe nNpaBUIbHBIA BapuaHT oOpMIIEHHUS CIIPaBOYHON HH(MOpMAIMK 00 OpraHU3aInu:
Bribepute oiuH OTBET:
a.
OO01IecTBO ¢ OrpaHUYCHHON
OTBETCTBEHHOCTBHIO

"MCTOK"

yi. Jlonmapesa, n. 2, r. Marauroropck, Yensiounckas o6:1., 455097
Ten. (3519) 27-13-33; daxkc (3519) 27-11-90;

e-mail: avto@avto.ru

OKIIO 2356447; OI'PH 1127776500001,

WVHH/KIIIT 0112220000/011777000

Ha Ne oT

b.

OO011eCTBO ¢ OTpaHUICHHOMN



OTBCTCTBCHHOCTBIO

"MCTOK"

455097, r. MarauToropck, yi. Jlonapesa, x. 2
Ten. 27-13-33; daxc 27-11-90;

e-mail; avto@avto.ru

WHH/KIIII 0112220000/011777000;

OI'PH 1127776500001

Ha Ne oT

C.
OO01IecTBO ¢ OrpaHUYCHHON

OTBCTCTBCHHOCTBIO

"MCTOK"

455097, r Marauroropck, UensOunckas o61., yir. Jlomapesa, 1. 2
Tem. 27-13-33; dakc 27-11-90;

e-mail: avto@avto.ru

OI'PH 1127776500001;

WHH/KIIIT 0112220000/011777000

Ha Ne oT

d.
OO01ecTBO ¢ OTPaHUYECHHOM
OTBETCTBEHHOCTBHIO

"MCTOK"



I. 2, yn. Jlonapesa, r. Maraurtoropck, 455097

e-mail: avto@avto.ru

OKIIO 2356447; OI'PH 1127776500001,

WMHH/KIIIT 0112220000/011777000

Ha No oT

Bomnpoc 14
Tekcr Bompoca
Kox ¢opmbl TokyMeHTa MPOCTABISIOT 0. . .
BribepuTe oiuH OTBET:
a. OKY
b. TCAOY
C. YYpEeAUTEIbHBIM JIOKyMEHTaM OpraHU3aIiu
d. 'OCT P 6.30-2003
Bompoc 15
Tekcr Bompoca

Kakoti Habop 1udp B kogoBoM 0003HadeHnH HopMmbl JokymeHTa 0720302 0603HavaeT kiacc Gopmbl
JOKyMEHTa:

Bribepute oiMH OTBET:
a. 07
b. 302
c. 20
d. 203
Bompoc 16
Tekct Bompoca
ITo Habopy 1udp B kogoBoM 0003HadeHUH HopMbl JokyMeHTa 0212000 MOXKHO YCTaHOBUTS:

Bribepute oquH OTBET:



a. KJlacc ¥ moJjikiacc GopMel JOKyMEHTa
b. kmacc, noaknace, perucTpanuoOHHbI HOMEp (OPMBI TOKYMEHTA
C. TOJBKO Ki1acC POPMBI JJOKYMEHTA
d. TospKO moaKITacce OpPMbI JOKYMEHTA
Bormpoc 17
Tekct Bompoca
Ha xakux ¢opmax mpoctasinsercs Ko (OopMbI JOKYMEHTA:
Bribepute oquH OTBET:
a. Ha HEYHU(UIUPOBAHHBIX (opMax
b. Ha Bcex OnaHkax
C. Ha BCEX JIOKYMEHTax
d. Ha yHH(UIMPOBaHHBIX Gopmax
Bomnpoc 18
Tekcr Bompoca

Kakum T0KyMEHTOM JIOJDKHO OBITH OIPeIe/ICHO HAMMEHOBAHHE BU/IA IOKYMEHTA Ha IOKYMEHTE, U3IaHHOM
opranusanmei, cornacio [OCT P 6.30-2003:

Bribepure oauH OTBET:
a. MHCTPYKIIUEH 1O JICTONPOU3BOJICTBY
b. HoMeHKIaTYpO¥ mET
C. ycTaBoM (TIOJIOXKEHHEM 00 OpraHU3aIlHIH)
d. monoxenuem o ciyxoe 10V
Bomnpoc 19
Tekct Bompoca

Kakomy 10KyMEeHTY JOIKHBI COOTBETCTBOBATh HAMMEHOBAHHS BHIOB JOKYMEHTOB, KOTOPbIE OpraHU3aLus
BBIOUpAET ISl IOKYMEHTHPOBAHHSI OPTaHU3aIMOHHO-PACTIOPSITUTENBHOM JesrenbHocTH, cornacao ['OCT
P 6.30-2003:

Bribepure o1H OTBET:
a. OGrrepoccuiickomMy Kiaccuukaropy yipasiaeHueckoi mokymenTaruu (kiaace 0200000)

b. HepeqHIo THUITOBBIX YIPABJICHYCCKUX APXHUBHBIX JOKYMCHTOB, 06pa3yI0mec;1 B ITponecce
ACATCIIBHOCTH T'OCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIpaBJICHUA U opraHmaum‘/'I, C
YKa3aHUCM CPOKOB XPaHCHU

C. 'ocynapcTBeHHOM cucTeMe JOKYMEHTAIIMOHHOTO 00eCTIeueHus YIIPaBIeHUS



d. [IpaBuiam aenonpou3BOACTBa B (he/iepalbHbIX OpraHax MCIIOJHUTEIBHON BIACTH
Bormpoc 20
TekcT Bompoca
Ha kakux noxymentax HE yka3biBaeTcsi HAUMEHOBaHHME BUJIA JOKYMEHTA:
Bribepure oauH OTBET:

a. TOJKHOCTHOM MHCTPYKLIHUU

b. cimysxeGHOTO MTUCHEMa

C. cmy»eOHOM 3amrcKu

d. cipaBku
Bomnpoc 21
Tekcr Bompoca

Kem MMPOCTABIACTCA JaTa JOKYMCHTA Ha OOJILIIMHCTBE OpraHu3alMOHHO-paACHOPAAUTCIIBHBIX
JOKYMCHTOB:

BribepuTe oquH OTBET:
d. BCC BapHMaHThI BEPHBI

b. cityx00ii TOKYMEHTAIIMOHHOTO 00ECTICYCHUsI YITPABICHHS HJIH CEKPETapeM MPU PErHCTPaIuu
JIOKyMEHTa

C. COCTaBHUTEJIEM IIPH MOATOTOBKE JOKYMEHTA

d. TOJDKHOCTHBIM JIUIIOM, TIOAITUCHIBAIOIINAM JTOKYMEHT
Bomnpoc 22
TekcT Bompoca
Ha xakux IOKyMeHTax JaTy JTOKyMeHTa 0(hOpMIISET CeKpeTaph:
Bribepute oauH OTBET:

a. Ha MpUKa3ax

b. Ha MEenOBBIX IHCHMAX

C. Ha CIpaBKax

d. Ha Bcex TOKyMEHTax
Bompoc 23
Tekct Bompoca

Kakwne cioco0s1 oopmienuns aaTel cooTBeTcTBYIOT TpeboBanusam ['OCT P 6.30-2003:



1. 09.03.13;
2. 09 mapra 2013 r.;
3. 09 mapra 2013 rona;
4.09.03.2013 ;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bribepute oquH OTBET:
a. Bce BapHaHThI, KpoMe 3
b. Bce BapuaHThI, Kpome 5
c.1,4,7
d.2,6,7
Bomnpoc 24
Tekcr Bompoca
[Ipu moarOTOBKE MTOKYMEHTA K TIOJITUCAHUIO B PEKBU3NTE «JlaTa JOKyMeHTa» 3apaHee IMeyaTaror:
Bribepute oiMH OTBET:
a. YUCII0, MECSII, TOJT
b. uucio
C. MecsIl
d. rox
Bompoc 25
Tekct Bompoca
Kakoe Bricka3zbiBanue asisiercs HEBEPHBIM:
Bribepure o1H OTBET:
a. [lata u perucTpaoHHbII HOMEP JOKyMEHTa 0QOpMIISIIOTCSl HE Ha BCceX OJaHKax

b. PexBusuts «/laTa 1oKkyMeHTa» U «PerucTpalliOHHBII HOMEP TOKYMEHTa» SIBIISIOTCS IaHHBIMU O
perucTpanuu JOKYMEHTA U II03TOMY SBIIHOTCS JOKA3aTENbCTBOM CYLIECTBOBAHUS JOKYMEHTA U
BKITFOUEHUEM €T0 B JJOKYMEHTAJbHBII (DOH] OpraHu3aIiiu

C. PexBu3zuthl «/laTa mokyMeHTa» 1 «PerucTpainoOHHbIA HOMEDP JOKYMEHTa» 0QOPMIISIOTCS Ha OJTHOM
YPOBHE I10 OTHOLICHUIO APYT K APYTY



d. O6a pexBusmTa — «Jlata TOKyMeHTa» U «PerucTpannoHHbIiH HOMEP JOKYMEHTa» — BBIMOIHSIIOT
IOPUINYECKYIO (PYHKIIMIO, a TAK)KE BBIMTOIHAIOT TOMCKOBYIO (DYHKITHIO, TaK KaK MO3BOJISIOT OPraHU3aIlluu
BECTH UH(POPMAIIIOHHO-CIIPaBOYHYIO PadOTy

Bormpoc 26
TekcT Bompoca
Kakoii aneMeHT perncTpaliiOHHOT0 HOMEpa JOKYMEHTa SIBIAETCS 00513aTeIbHBIM:
Bribepure oauH OTBET:
a. mHGOpPMaIHI 0 KOPPECIIOHICHTE
b. mopsiaKoBEI HOMED
C. MH/JIEKC JIeNia TI0 HOMEHKJIAType JIe
d. uadopmarys 06 HCITOTHUTEIAX
Bonpoc 27
Tekcr Bompoca
Urto 0603HauyaeT 4yucio 45 B perucTpaliioOHHOM HOMepe, uMerorieM odo3Hauenue Ne 45/1-5:
BribepuTe oguH OTBET:
a. KOJI oJIpa3fieNicHUs
b. HOMep nert Mo HOMEHKJIIAType el
C. IOPSAKOBBII HOMEP 10 XKYpHaLy PETHCTpalun
d. Koj1 KOppecoHIeHTa
Bomnpoc 28
TekcT Bompoca
VYxkaxure BEPHOE BbIcKa3biBanue:
Bribepure oguH OTBET:

a. Ha Gnanke mruchMa MPOCTaBIISETCS OTPaHUIHUTENbHAS OTMETKA TS pekBu3uTa « CChUTKa Ha
PETUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTay» CICIYIONINM 00pa3oM: « oT »

b. PexBusur «Cchliika Ha JAaTty u pCFHCTpaHHOHHBIfI HOMCPp JOKYMCHTA) 3aIIOJIHACTCA B
MNPECUMYIICCTBCHHO B [TUCbMAX-OTBCTAX. CBC,I[CHI/ISI B PCKBU3UT NCPCHOCATCA C NTOCTYIIUBIICTO JOKYMCHTA

C. CBGZ[GHI/IH B PCKBU3UTC «Ccpllka Ha peFI/ICTpaL[I/IOHHBIﬁ HOMCEp U JaTy JOKYMCHTa» NPHUCBAUBAKOTCSA
OpFaHH3aHHeﬁ-aBTop0M OTBCTHOTI'O ITMChbMa

d. Ykazanue JAaHHBIX O NIOCTYNHUBIIEM MAUCbME Ha OJlaHKe MHChMAa B BUIC OTACIBbHOIO CCHIJIKHM Ha
peFHCTpaHHOHHBIﬁ HOMEpP U J1aTy JOKYMCEHTA HEC MCKIIHOYACT HGO6XOJII/IMOCTI/I CChIJIATBCA HA HUX B TCKCTEC
OTBCT 'HOI'O NMCbMa: B HA4YaJIC TCKCTA NMCbMa BCCraa CJICAYCT NHUCaTh «Ha Bam Ne ... oT ..»

Bompoc 29



Tekct Bompoca

Kakas xapakrepuctuka HE COOTBETCTBVYET pexBusury «MecTo cocTaBieHUs WIH U3JaHUS
JOKYMEHTa:

Bribepure oauH OTBET:

a. I[aHHI:IfI PCKBU3UT O(I)OpMIISIIOT Ha O6HII/IX Onankax u OnaHKax KOHKPETHBIX BUAOB JOKYMCHTOB, €CJIN
€T0 OIPCACICHUC 3aTPYAHCHO 110 PCKBU3UTY «HaumeHoBanue opraHnusanumn»

b. TTpu yka3zaHun HacEIEHHBIX MECT B JAHHOM PEKBH3HMTE HEOOXOAUMO HCIIOIB30BATh OOIIEIPUHSTHIC
cokpamienwusi, oTpaxkeHasie B OKATO

C. JlannbIii pekBH3UT HE OQOPMIISIOT Ha OOJIBINIMHCTBE UCXOAIICH JOKYMEHTAIIUH, TAK MECTO U3aHHUS
JIOJKHO OBITh OTPaKEHO B PEKBHU3UTE «CIIPABOYHBIE TaHHBIE 00 OPraHM3aIIAN)

d. JTaHHBIF PEKBU3WT TIOMOTAaeT HACHTH(HUIIMPOBATH ABTOPA JOKYMEHTA, TIOATOMY €ro 0(hOpMIISIOT Ha
Bcex OJlaHKax

Bomnpoc 30
Tekct Bompoca
VYkaxuTe HEBEPHOE HANMMCAHUE PEKBU3UTA «MECTO COCTABICHUS WM U3JAHUS TOKYMCHTA:
BribepuTe oguH OTBET:
a. Mocksa
b. MarauToropck
c. Cankr-IleTepOypr
d. cr-1ta benokamenHas
Bompoc 31
TekcT Bompoca
B kakom majiexe yka3blBaIOT ODKHOCT JIMIA B PEKBU3UTE «AJpecar:
Bribepure oMH OTBET:
a. B POJIUTENTLHOM
b. B narenpHOM
C. B UMEHUTEIILHOM
d. B mpemoskHOM
Bompoc 32
Tekct Bompoca

B kakom NnajgacKe yKa3blBatOT HAMMCHOBAHUC OPraHu3allvi U €€ CTPYKTYPHOTO IMMOAPA3ACIICHUSA B
PCKBU3UTC «Az{pecaT»:



Bribepute oquH OTBET:
a. B IIPEJI0KHOM
b. B uMeHHTEIEHOM
C. B POJIUTENLHOM
d. B maTeapHOM
Bompoc 33
Tekct Bompoca
VYxkaxxure HEBEPHOE BrIcKa3bIBaHue:
BribepuTe oiuH OTBET:

a. [Ipu ampecoBanuu qOKyMeHTa (PU3MUESCKOMY JIMITY CHaYalla YKa3bIBalOT (DaMUIUI0 U UHUIIHATIBI
MOJIy4aTesis, 3aTeM MOYTOBBIHN aapec

b. ITpu anpecoBaHMU JOKYMEHTA B OpPraHH3AIMIO CHAYala yKa3bIBAIOT €€ MIOYTOBBIN apec, 3aTeM ee
HaNMEHOBaHHE

C. Eciu nokyMeHT OTHpaBisiFOT B HECKOJIBKO OJTHOPOJTHBIX OPraHU3aIMil UM B HECKOJIBKO CTPYKTYPHBIX
NOJIpa3/ieNICHHH OJTHOI OpraHU3alliy, TO UX CIEAYeT yKa3plBaTh 0000IIEHHO, HanpuMep: PykoBoaurensam
¢unmmnanoB OO0 «JloMocTpoii»

d. B cocTaB pexBu3mTa «AIpecar MOYTOBBIH apec He SBISETCS 0053aTeIbHBIM JIEMEHTOM, OH
odopMIISIETCs IO YCMOTPEHUIO OpPraHU3alMU-aBTOpa JOKYMEHTa

Bonpoc 34
Tekcr Bompoca
Ha kakux nmoxymenrax HE odopmisiercst pekBU3UT «Aapecary:
Bribepute oiMH OTBET:
a. MUCbMO
b. cimy:xkeOHast, ToKIaqHas 1 00BACHUTEIbHAS 3aITHCKU
C. IOJDKHOCTHASI MHCTPYKIHS
d. cipaBka
Bompoc 35
Tekct Bompoca

YkaxuTe NpaBUIbHBIA BapuaHT 0OPMIICHUS PEKBU3UTA «AJpecar B IIUChME, HAPABIIIEMOM B
OpraHH3alHIo:

Bribepure ouH OTBET:

a.



T'enepanbHOMY AUPEKTOPY

OAO "Crpoiipecypc"

Mocksa, yi. XXuBomnmcHasi, 24,
255678

b.
OAO "Crpotipecypc"
T'enepanbHOMY TUPEKTOPY

C.C. KanamHukoBy

Mocksa, yn. XXuponucHas, 24, 255678
C.
255678, Mocksa,

yi. KuponucHas, 24

I'enepanbHOMY IUPEKTOPY
OAO "Crpoiipecypc"
C.C. KanamHukoBy

d.
I'enepanbHOMY IUPEKTOPY
OAO "Crpotipecypc"

C.C. KanamHukoBy

yi. JKuBomucHas, 24,
Mocksa, 255678
Bomnpoc 36

€KCT BoIpoca

Kakoli peKkBU3UT HMEET CIENYIOUIYI0 XapaKTePUCTUKY: «Ero cocTaBHble YaCTH MOT'YT BKJIFOYATh:
HaMMEHOBAHUE YUPEXKICHUS, OpraHU3allii; HAMMEHOBAaHUE CTPYKTYPHOIO IOAPA3ICICHUS; YKA3aHUE
JOJDKHOCTH MOTyYaTels; MHULUAIBI, (aMIIHIO; TOYTOBBIN ajpec:



Bribepute oquH OTBET:
a. Pe30IIOHUs
b. rpu¢ cormacosanms
C. ClipaBOYHbIC JTAHHBIC 00 OpraHU3aINH
d. ampecar
Bomnpoc 37
Tekct Bompoca

Kaxoif peKBU3UT BKITIOYAET CIEAYIOMIIE IEMEHTHI: (haMUIINY, HHALIMAIBI ICTIOTHUTEINEH; CoJepKaHme
MOpPyYEHUS; CPOK MCIIOTHEHUS; TIOJIHCH; MaTy:

BribepuTe oquH OTBET:
a. pe30JaroLua
b. rpu¢ cornmacoBanus
C. rpud yTBEepKIESHUSI
d. TekcT
Bormpoc 38
TekcT Bompoca
Ykaxute BepHbII BapuaHT 0QOPMIICHHUS PE3OJIOLNN PYKOBOIUTENS:
Bribepute oiMH OTBET:
a.
ConoseeBy NL.K.
ITpoury noAroToBUTH IUIaH PabOTHI HA
BTOpOe nosyroaue k 28.12.2013.
Iloanuce pykoBoauTes
10.12.2013
b.
CkBoproy U.A.
IIpomry paccMoTpeTs.
[onmuce pykoBoauTeIIs

10.12.2013



B npukas
Ionmuce pyxoBoauTens
12.12.2013
d.
Bcewm mpunATh yuacTue.
Ionmuce pyxoBoguTens
12.12.2012
Bompoc 39
Tekct Bompoca
Kakoii pekBusut HE orpaxaet stansl paboThl Ha/i HOPYYEHHEM:
BribepuTe oguH OTBET:
a. pe30Jarouua
b. Bu3a cornacoBanus
C. OTMETKA O KOHTpPOJIE
d. oTMeTKa 00 UCIIONHEHUN TOKYMEHTA M HAlPaBJICHHUH €ro B JEJI0
Bompoc 40
TekcT Bompoca
VYKakuTe BEpHOE BBICKa3bIBAHHUE:!
Bribepure oguH OTBET:

a. OTMeTKa 0 KOHTPOJIE MPOCTABIISAETCS B 3aKIIOYNTEIBHOM YaCTH TEKCTA JOKYMEHTA B BHJIE
KJIMIIAPOBAHHOM (hpa3sl «KOHTPOJIb HCTIOTHEHHS BO3JIOXKUTD Ha...» Wi «KOHTPOIIb HCIIOITHEHUSI
OCTaBJIAIO 32 COO0I»

b. Hannume OTMCTKH, B IICPBYIO OUCPC/b, TUCHUIINIMHUPYCT PYKOBOAUTEIIA U ACIIOIIPOU3BOAUTECIIA,
KOTOPBIC 3aMHTEPECOBAHBI B UCIIOJTHCHHUU JJOKYMCHTA

C. OT™MeTKYy 0 KOHTpOJIe 0OPMIISIFOT OJTHUM U3 CIIOCO00B: OyKBO# «K», CIIOBOM MM IITAMITOM
«KoHTpomb» 1 pa3Meniaercsi B IpaBOM BEPXHEM YTITy CIIy:KEOHOTO MOJIsl JJOKYMEHTa

d. OTmMeTKa 0 KOHTpPOJIE IPOCTABISIETCS UCTIOJTHUTEIEM JOKYMEHTa
Bompoc 41
TekcT Bompoca
Kakoii pekBu3uT 0QopmMIIsieTcs MocIeTHUM MIepesT TeM, KaK JIOKYMEHT OyJIeT OTIpaBIieH Ha XpaHEHHE:

Bribepure oauH OTBET:



a. OTMETKa 00 UCIIOJIHEHUH JIOKYMEHTa M HAIPABJICHHUH €TO0 B JIETIO
b. oTMeTKa 0 OCTyIUIEHUH TOKYMEHTA B OPTaHU3AITHIO
C. rpu¢ yTBEepIKIeHUS
d. oT™MeTKa 00 UCTIOTHHUTEE
Bompoc 42
Tekct Bompoca

Kaxast ¢popmymnrpoBKa 3arooBka K TEKCTY SBISETCS BEpHOU (B CKOOKax 0003HAYEH BUJ IOKYMEHTA, K
KOTOpOMY c(hopMyIHPOBaH 3arojOBOK):

BribepuTe oquH OTBET:
a. (AOI"OBOP) mist mocTaBoK TOBapoB
b. (ITPUKA3) O0 yTBepsKAeHHN HHCTPYKIMH T10 JICTOIPOU3BOJICTBY
c. (AOJDKHOCTHASA MHCTPYKLM ) rnaBaomy Oyxranrepy
d. (ITpukas) O H.K. ITerpose
Bomnpoc 43
Tekct Bompoca
B kakux ciydasix opopMiieHHe 3aroJ0BKa K TEKCTY SIBJISIETCS 00513aTeIbHBIM:
Bribepure oauH OTBET:
a. Ha OpraHU3alMOHHO-PACTIOPSAUTEIILHOM JIOKYMeHTe popmata A4

b. 3aro;0BoK K TEKCTY J0/DKEH 0QOPMIISTHCS Ha BCeX 0€3 UCKITIOYCHHSI
OpTraHU3aIMOHHO-PACTIOPAAUTEIHHBIX JOKYMEHTAX

C. Ha IOKYMEHTaX, TEKCT KOTOPBIX HE MPEeBhIIIAeT 3-5 CTPOK
d. Ha OpraHM3alMOHHO-PACTIOPSAUTEIBHOM TIOKYMEHTE (popmara AS
Bompoc 44
Tekct Bompoca
['J1aBHBIM PEKBU3UTOM JOKYMEHTA SIBJISCTCS:
Bribepure oguH OTBET:
a. rmeyarp
b. moxmuce
C. nara

d. Tekct



Bompoc 45
Tekct Bompoca
B kaxom Buze BO3MOXHO 0OpMIICHHE TEKCTa OPraHNU3alMOHHO-PACTIOPSAUTENIEHOIO JOKYMEHTA:!
Bribepute oquH OTBET:
a. B BU/IC MIUTIOCTPALNiA
b. B BUIIE cOeIMHEHUS aHKETHI, TAOJIHUIBI, CBI3HOTO TEKCTA
C. B BUJIC UepTexKen
d. B BuIe poTomsobpaskeHmit
Bormpoc 46
Tekct Bompoca
Kakyto nH(bopMaIuio noMemarmT BO BTOPOH (3aKIIFOUNTENFHON) 9aCcTH TeKCTa JOKYMEHTA!
Bribepute ouH OTBET:
a. MPOCHOBI
b. ocHoBaHus
C. IPUYMHBI
d. nenu
Bompoc 47
Tekcr Bompoca
Kakyto nndopmaruro HE moMeniaroT B mepBoi 4acTH TEKCTa JOKYMEHTA:
Bribepute oiMH OTBET:
a. peueHus
b. mpuunHBI
C. TIPEJIOKECHUS
d. pexomenmanuu
Bompoc 48
Tekct Bompoca

Kakoe odopmnenne ocHoBaHus JoKyMeHTa cooTBeTcTBYeT TpeboBanusMm ['OCT P 30-2003 (B ckobOkax
0003Ha4YeH KII0UEBOM II1aroj paclopsAuTeIbHON YacTh TOKYMEHTa):

Bribepure ouH OTBET:



a. Ha ocHoBaHnm npuka3za MunuctepcTBa oopazoBanus u Hayku PD ot 15 saBaps 2013 Nel5 «O mopsinke
npoBeaeHus arrecranuu By308» ([IPUKA3BIBALO)

b. B cBs3u ¢ HEOOXOAUMOCTRIO HCIIOIHUTE Iprka3 MuHucTepeTBa (IIPUKA3BIBATO)
C. Bo ucnonuenue npukaza OAO «MMK» Ne 45 «O nopsiake 3akmouenus 1orosopos (IIPEJJIAT ALO)
d. C uernto uCoTHEHUsI PpUKa3a pekTopa 00 ykpermieHuu TpyaoBoit auctmuinssl ([TPEJJJIAT AIO)
Bompoc 49
TekcT Bompoca
B kakom nokymente Tekct HE u3naraiot oT nepBoro jmia eTMHCTBEHHOTO YHCa:
BribepuTe oquH OTBET:
a. B POTOKOJIE
b. B mpukasze
C. B 3asBJICHUA
d. B muceme
Bomnpoc 50
Tekct Bompoca
VYkaxure BepHOE 0POpPMIICHHE OTMETKH O HAJTMYUH MPUIIOKEHUSI B TUCHME:
BribepuTe oguH OTBET:
a. [Ipunoxenwne: Ha 3 1. B 1 7K3.
b. [Ipunoxenue: He UMEETCS.
C. [Ipunoxenue: no TekcTy Ha 3 1. B 1 3K3.
d. Ipunokenue: ynmoMsHyToe Ha 3 J1. B 1 9K3.
Bormpoc 51
Tekct Bompoca

Bribepure npaBUIbHBIN BapuaHT OQOPMIICHHUS MOAIMCH B PACHIOPSIIUTEIHHOM JOKYMEHTE OpraHu3alun
(Tmprkaze, pacTopsHKEHNH):

Bribepure oguH OTBET:
a.
T'enepanbHBII TUPEKTOP

000 «Kommac» TToamuce
M.II. benskos

12.12.2013



b.

I'enepanbHBIi JUPEKTOP
M.II. benskos

I'enepanbHBI JUPEKTOP
MLII. bensikos

12.12.2013
d.
T'enepanbHbIit TUpPEKTOP

000 «Kommacy
M.II. benskos

Bormpoc 52

Tekct Bompoca

Ilonmuce

Iloanuce

IToamuce

Ecmm 3amectruTens PYKOBOOUTEA OpraHu3allli UMECT IPaBo IMOANUCHIBATE JOKYMEHTBI BMECTO

PYKOBOJHTEINS B CITy4ae €ro BpEMEHHOTI'O OTCYTCTBHUS, KaK JTOJDKHA OBITH 0(OpMIIeHa TIOATHUCH:

BribepuTe oiuH OTBET:

a.

Bp. n.0. reHepabHOrO JUPEKTOpa

Hcaes

b.

U.0. reHepasIbHOrO TUPEKTOpa

C.

3aM. reHepaabHOTO JUPEKTOPa

d.

/T eHepanbHbII TUPEKTOP
CasenbeB

Bompoc 53

Tekct Bompoca

Hcaes O.H.
Hcaes O.H. Ucaes
Ucaes O.H. HUcaes

Ucaes JILN.

Kak JOJDKHa OBITh 0(1)OpMJ'IeHa noAnucCh, €CJIN KOMMGp‘ieCKHﬁ AUPCKTOP HAXOAUTCA B OTIIYCKE, a

HCIIOJHEHNE €0 00SI3aHHOCTEH IIPUKA30M BO3JIOKCHO Ha 3aMECTUTEIIA KOMMEPYECCKOI'o JUPEKTOpA:

Bribepure oguH OTBET:

a.



KommMmepueckuit aupexTop
Ps3anoB

b.

/ KoMMepueckuii TupeKTop
Edpemon

C.

HW.0. KOMMepYecKOro AUPEKTOpa
Edpemon

d.

3aM. KOMMEPUYECKOro JUPEKTOpa
Edpemosn

Bormpoc 54

Tekcr Bompoca

Edpemor H.P.
Edpemos E.J.
Edpemos E.J.
Edpemos E.JI.

Ha xaxom noxymente He oopMisitoT Tpud yreepxkaeHus. Kakoit nokyment HE momiexuT yTBepkaeHHIIO:

BribepuTe oiuH OTBET:

a. Ha 3asBIICHUU

b. Ha akTe

C. HA MHCTPYKIIUU

d. Ha ycTaBe OpraHu3aliu
Bomnpoc 55

TekcT Bompoca

Kakwue n3 nepeuncnennsix 1okymenToB HE ynocroBepstoTcs OTTUCKOM MeYaTH OpraHu3alyu:

Bribepute ouH OTBET:
a. JIOrOBOPBI
b. ciipaBku
C. TapaHTHUITHBIE THChMa
d. mpukassl

Bompoc 56

TekcT Bompoca

Kakoii PCKBU3UT OTPAKACT BHCUIHECC COTJIACOBAHNUC NJOKYMCHTA!



Bribepute oquH OTBET:
a. BU3a 03HAKOMJICHUS
b. Bu3a cormacoBanus
C. rpu¢ yTBEepIKIeHUS
d. rpud cormacoBanust

Bomnpoc 57

Tekct Bompoca

KakoMy peKkBH3UTY COOTBETCTBYET CIICTYIONIAsk XapaKTEPUCTHKA: «DTOT PEKBU3HUT BKIIOYALT
HAaUMEHOBaHUE TOKHOCTH, TTOJIITUCH, paciupOBKY HOANHCH (MHUIIAAIBI, (PaMUIIHIO) U AaTy»:

BribepuTe oquH OTBET:
a. pe30JaroLua
b. Bu3a cormacoBanwus
C. OTMETKA O 3aBEPCHUU KOTHH
d. momnuch
Bormpoc 58
TekcT Bompoca

Ha xaxom 9K3EMIUIAPEC ACJI0BOr0 MMCbMa, IMOATOTOBJIICHHOM JISI OTIIPABKU aApeCaTy, IIPOCTABIAOTCA
BU3BI:

BribepuTe oguH OTBET:
d. Ha TUChMax BU3bI HE 0(POPMIISIOT
b. Ha NOMJIMHHUKE, OTIIPABIACMOM aJipe€caTy, U Ha KOIIUH, HOMeHIaeMOﬁ B ACJI0 OpraHu3anunu
C. Ha MOJUIMHHUKE, OTIIPABIISIEMOM aJpecary
d. Ha KOmHH, MOMEIIAeMON B JICJIO OpraHU3aIin
Bompoc 59
TekcT Bompoca

Eciu 1omKHOCTHOE JTUIIO HE COTTIACHO € TEKCTOM JIOKYMEHTA, HMEET JI OHO MPaBO OTKAa3aThCs OT
0 OpMIICHHS COTJIACOBAHMS:

Bribepure oMH OTBET:

a. I[a, HUMECT IIPAaBO, TaAK KaK U BHCIIHECC, U BHYTPCHHCC COIJIACOBAHUC O(i)OpMJ'ISIIOTCSI TOJIBKO B CJiy4yac
corjiaCusa € TCKCTOM NOKYMEHTaA

b. I[a, HUMCCT IIpaBoO, CCJINU 3TO FpI/I(l) corjiacoBaHMs



C. [la, uMeeT mpaBo, €CIId 3TO BH3a COIJIaCOBaHUS

d. Her, He mMeeT npaBo, Tak Kak ¥ BHELIHEE, M BHYTPSHHE COTTIaCOBaHUE TPEOYIOT 0053aTEIbHOTO
COIJIACHS

Bomnpoc 60
Tekct Bompoca

KakoMmy pekBH3HTY COOTBETCTBYET CJICAYIOIIAs XapaKTEPUCTHKA: « DTOT PEKBHU3UT BKIIIOYACT
3aBEpPUTEILHYIO HAUCh: "BepHO"; JOKHOCTD JIUIA; TMYHYIO MOAIHUCH; PACIIH(POBKY MOAUCH
(MHUIHATBL, PAMILTHIO); TaTy»:

Bribepute oauH OTBET:
a. OTMETKa 00 UCTIOJIHEHUHU TIOKYMEHTa M HAIPABJICHUH €TO0 B JIETI0
b. oT™MeTKa 0 3aBepeHUH KOIHMH JOKYMEHTa
C. pe30oaronusa
d. monnuce
Bomnpoc 61
Tekcr Bompoca
VYkaxute BapuaHT 0pOopMIICHHSI OTMETKH 00 ucrnoiautene, ycraHosienusii [OCT P 6.30-2003:
BribepuTe oiMH OTBET:
a.
O.I'. IlectpsikoBa
223475
b.
IlectpsixoBa Onbra ['eHHanbEBHA

Ten. 22-34-75

Ucn. IlectpsikoBa Onbra ['enHanbeBHa
22-34-75
d.
ITectpsixosa O.I'.
22-34-75
Bompoc 62

TekcT Bompoca



Kakomy (-uM) pekBU3HTY (-aM) COOTBETCTBYET CIICIYIOIIAS XapaKTePUCTHKA: «...COMEPIKUT OUePEITHOM
MOPSIIKOBBIA HOMEp | AaTy (TIpH HEOOXOIUMOCTH — YaChl U MUHYTHI); IIPOCTABIISIIOT B IPABOM HIDKHEM
YTy JIMIIEBOH CTOPOHBI TIEPBOTO JIUCTA JOKYMEHTA MJTH Ha €r0 000pOoTeY:

Bribepute oauH OTBET:
a. OTMETKa O MOCTYIUICHUH JOKYMEHTa B OPTaHN3aINI0
b. npeHTHGUKATODP ANEKTPOHHOM KOIUH JJOKYMEHTa
C. CCBUIKA Ha PETUCTPALIMOHHBIN HOMED U AaTy JOKyMEHTa
d. perucTpalMOHHBINH HOMEp ¥ JaTa TOKyMEHTa
Bompoc 63
Tekct Bompoca
Kakoii peKBU3HUT UCTIONB3YETCS U yIOCTOBEPEHUS SIEKTPOHHOTO IOKYMEHTA!
BribepuTe oguH OTBET:
a. PeruCTPaiOHHBI HOMEP JTOKYMEHTa
b. anexTpoHHas uuppoBas MOINKUCH
C. UICHTU(PHUKATOP SIEKTPOHHON KOIHMHU TOKYMEHTa

d. ko opMbl TOKyMeHTa

[IpaxTrueckoe 3ananue 4

1.0nmpasice Ha GOPMYJISIp TIONOXKEHUS O CTPYKTYPHOM HOAPAa3eTIeHNH, IPOI0JIKUTE BHICKA3bIBAHUS,
3aI10JIHUB TIPOIYCKHU:

[TonoxeHue o CTPyKTYPHOM MOApPa3AeICHHN:

A) paspabarbiBaet ;

b) noanuceiBaeT ;

B) nomxHO OBITH COTITACOBAHO C ;

I') yrBepxnaer ;

J1) BBOUTCS B NeiicTBUC ;

E) momnexxut nepecMoTpy npu

2. Onpenenute, K KAKOMY OPraHU3aIHOHHOMY JIOKYMEHTY OTHOCSTCS MpeiaraeMbie (pparMeHThI
nokymeHToB. CBOM OTBET 00OCHYHTE.

TEKCT 1:



1 ®upMeHHOE HAMMEHOBAHHE H MECTOHAXOXICHHE 00IIecTBa

1.1.I1oxHBIM (UPMEHHBIM HAaMEHOBaHHEM 00IIeCTBa siBIsieTCs: OOIIeCTBO ¢ OrPaHUYCHHOMN
otBeTcTBeHHOCTHIO «HOTAY. Cokpamennoe pupmennoe HanmeHoBaHue oomectBa — OO0 «HOTAx.

1.2.MecronaxoxaeHue odIiecTsa (IO4YTOBbIN aapec): MooaexHbIi nmpoctt., 15, T.
Kpacnosipck-45,630091, Poccuiickas demeparius.

TEKCT 2:
OO011HE TT0JIOKEHUS

1.1.Cexperapp-pedepeHT OTHOCHUTCS K KaTETOPUH CIIEIUATHCTOB MPEATPUATHS, TPUHAMAETCS U
YBOJIBHSICTCS] TUPEKTOPOM.

1.2.0cHOBHBIMU 3a/1a4aMU ceKpeTaps-pedepeHTa SBISIETCS OpraHU3aMOHHOE U JOKYMEHTAHOHHOE
obecrieyeHne ynpaBIeHYECKOH ACITEILHOCTH.

TEKCT 3:

1.1. DaexTponpoBoKa B yueOHBIX MOMEIICHUX JI0JKHA HAXOAUTHCS B UCIIPABHOM COCTOSIHUH.
ConpoTuBiieHNE N3OSN TTPOBOIOBIOILKHO MIEPHOTUUECKH 3aMEPSITHCS, TPH HEOOXOAMMOCTH JTOJKEH
MIPOU3BOAMNTHCA PEMOHT. 1.2. 3amnperiaercss NpUMEHTH JUIsl 3aIUTHI JJIEKTPOCETEN BMECTO
aBTOMATHYECKHUX MPEJOXpaHUTENEHN U IITaBKUX BCTABOK 3aIIUTY KYCTapHOTO U3TOTOBIEHUS (WKYUKH).

TEKCT 4:

1.1.MHCTpYKTOp MEPBOI KaTETOPUH OT/IENIa KaIpoOB, OPraHU3aIIMOHHO-MACCOBOM Pa0OThI M KOHTPOJIS
OTHOCHTCS K KATETOPHUH CIIEIIHATUCTOB.

1.2.Ha momkHOCTh MHCTPYKTOpA MEPBOI KaTeropuu Ha3HadaeTcs JIUIO0, UMEIOIIee BBICIIEe
npodeccuoHanbHOE 00pa3zoBaHue, 0e3 MpeabaBIcHUs TPEOOBaHUH K CTaXKy paOOTHI.

1.3.Ha3naueHue Ha JOJDKHOCTh HHCTPYKTOPA MEPBOM KATETOPUHU M OCBOOOKICHHE OT HEe MPOU3BOIUTCS
MOCTAHOBJICHUEM (PACTIOPSHKEHUEM) COBETA WIIM TIPABIICHHMSL.

TEKCT 5:
1. O01ue 1oJI0XKEHNS

1.1.JIuteparypHas npemust «Pycckas ¢panTacTukay (Janee 1mo TeKCTy — IMPEeMHUS) TPUCYKIACTCS
€XKEroJIHO 3a Jy4lliee (aHTACTUIECKOE MPOU3BEACHUE KPYITHOU (DOPMBI, OITyOJIMKOBAaHHOE B TONY,
MPEIIECTBYIOIIEM ITPUCYKICHUIO PEMHUH.



1.2.B xadecTBe JOMOJHUTEIBHBIX HOMUHAIIMK HA COUCKAHUE MTPEMHH, HE 00s13aTeIbHO MPUCYKIACMBIX
€XKEroJIHO, MOTYT TaKXe J00aBIsAThCS HOMMHALIUY «3a Jay4iinee (aHTaCTUIECKOE IPOU3BEACHUE CPEIHEH
(hopMbIy, «3a ydiee GpaHTaCTUICSCKOE MPOU3BEACHUE MAJIOH (DOPMBIY.

1.3.Yupenutensimu npeMuH sBISIOTCS cepBep «Pycckas gpanTacTukay 1 MepCOHANbHO: ANeKCaHIp
VabsHoB, Mmutpuii Batonun, Bnag Jdypaunxuii, Koncrantun I'pumnn, Anexcannp CuniopoBud.

1.4.IlpemMus IpUCyKAaeTCsA Ha OCHOBAHUU UTOTOB TAWHOTO JIBYXTYPOBOTO TOJIocoBaHus. [lepBhiii Typ
TOJIOCOBaHUS MMPOBOJUTCS B KOMITBIOTEPHBIX ceTsX VHTEepHET (T0JIOCYIOT MOCETHTENHN cepBepa «Pycckas
(anTacTHKa») M Ha MecTax (TOJIOCYIOT HOJIUCUYNKA YXOKOH(EPEHIIHIA, TTOCBAIIEHHBIX (DaHTACTHKE).
Bropoii Typ rogocoBaHus MPOBOAMUTCS CPEIU PEAAKTOPOB cepBepa «Pycckas antactuka» (cM. 1. 4.2). B
0c000 OTOBOPEHHBIX HIDKE CITy4asiX JOMyCKaeTcs MPOBEACHUE JIOTIOIHUTEIHHOTO Typa TOJIOCOBAHHS CPETU
YUpEAUTENCH TPEMUMU.

1.5.IIpemMust MOKET MPUCYKIATHCS OTHOMY M TOMY K€ aBTOPY 32 pa3IUIHbIe IPON3BEACHUS HE O0iee TByX
pa3 B KaKJI0M U3 HOMUHALIUM.

1.6.Bpy4eHne npeMuu mpou3BOIUTCS Ha €XXEeroHON KOH(pepeHH « HTepIpeccKony.

[Tpu oTBeTe Ha JaHHBIN BOMPOC, OQOPMUTE €0 B BUIE TAOJIUIIBL:

Tekct u ero Homep HanMeHnoBanue Bu1a OpraHU3allMOHHOTO TOKYMEHTA O0ocHOBaHue
OTHECEHHS TEKCTa K JAaHHOMY BUAY OPTaHHU3aIIMOHHOTO JTOKYMEHTa

Teker 1
Teker 2
Teker 3
Tekcr 4

Texkct 5

. Tecr k pasaeny 2 (3 cem) /
Bompoc 1
KakoMy TepMHHY COOTBETCTBYET CIIEYIOIIAsi XapaKTePUCTHKA:

3T0 BWJI MUCBMEHHOTO JIOKYMEHTA, B KOTOPOM (DUKCHPYIOT PElICHUs aIMUHUCTPATUBHBIX U
OpraHU3allMOHHBIX BOIPOCOB, & TAKKE BONPOCOB YIPaBIICHUS, B3aUMOACHCTBHS, 00eCIICUeHHS U
PEryJIUpOBaHUS IEATEIbHOCTA OPTraHOB BIACTH, YUPEXKACHUM, IPEANPUATUN, OpraHU3aluii, UX
MoJIpa3AeeHUN U JOIKHOCTHBIX JINLI.

Bribepure oMH OTBET:
a. yIpaBJICHYECKHUI TOKyMEHT

b. opumanbHBIi JOKyMEHT



C. CITy>KCOHBIN TOKYMEHT
d. opranu3annoHHO-PACTIOPSAUTENbHBINA JOKYMEHT
Bompoc 2

Kakoe onpeyienieHne COOTBETCTBYET CTAHIAPTH3UPOBAHHOMY OIIPEICIICHHIO
OpraHU3aIlMOHHO-PACITIOPSAUTEILHOTO TOKYMEHTA!

Bribepute oquH OTBET:

a. JloxymeHT, obecrieunBaromnii (yHKIMOHIPOBAHKE U B3AUMOCBS3b YIIPABISIONIEH U yIIpaBiIsieMOit
CHCTEM Ha BCEX YPOBHIX

b. Bua niMChbMEHHOTO JOKYMEHTA, B KOTOPOM (DHKCHUPYIOT PEIICHHE aIMUHUCTPATHBHBIX U
OpraHU3allMOHHBIX BOMPOCOB, & TAK)KE BOIMPOCOB YIPABIICHUS, B3AUMOACHCTBHS, 00ECIICUECHHS U
PETyJINPOBaHUs AEITEIBHOCTH OPraHOB BIACTH, YUPEKACHUHN, IPEANIPUITHIA, OpraHu3auil, ux
MOAPA3AETICHUIN U TOJKHOCTHBIX JIUL

C. JIokyMeHT, CO3aHHBIN IOPUANYECKUM U (PU3UISCKUM JHIIOM, O(OPMIICHHBINA U YIOCTOBEPEHHBIN B
YCTaHOBJICHHOM IOPSIIIKE

d. OdunuansHbIH JOKYMEHT, HCIIOIb3YEMbIH B TEKYIIEH IESTEIbHOCTH OpraHU3aIlii
Bompoc 3

Cpenu JTOKaTbHON OPraHU3aI[MOHHO-PACTIOPSAUTEILHON TOKYMEHTAIIUN BBICIIUM FOPUTUICCKUM
cTaTycoM o0JjiaiaeT:

Bribepute oiMH OTBET:
a. pacropsiIuTeNbHast JOKYMEHTALS
b. uHbpOopMaMOHHO-CIIPAaBOYHAS JOKYMEHTALHS

C. BCE TPYIIIbI OPraHU3aIMOHHO-PACIIOPSIUTEIBLHON JOKYMEHTAIIUN 00JIaat0T OJIMHAKOBO BHICOKUM
IOPUANYECKAM CTaTyCOM

d. opraHu3anuoHHas TOKyMEHTAIHs
Bompoc 4
B xakoM psiy Bce mepedncaeHHbIE BUABI JOKYMEHTOB OTHOCSITCSL K OPraHU3allMOHHO-TIPABOBBIM:
Bribepure oguH OTBET:

a. yupeauTenbHbIi JoroBop; ykas Ilpesunenta PO; uHCTpyKUMS MO J1€TONPOU3BOJICTBY

b. ycras, mratHoe pacrucaHue, OTU4ET

C. MpaBUJIa BHYTPEHHETO TPY0BOTO PACIIOPSIKA, TOHKHOCTHOW PEryIaMeHT, aIMUHUCTPATHBHBIH
periamMeHT

d. monoxenue o CTPYKTYPHOM NIOAPA3ACIICHUHN, JOJLDKHOCTHAA MHCTPYKIUA, AaHAJIUTUYCCKAS CIIPABKa

Bompoc 5



Tekct Bompoca
K opranuszanuonso-npaBoBeiM qokyMeHTaM HE OTHOCATCA:
Bribepute oquH OTBET:
a. HHCTPYKLIUHU
b. ycrasmr
C. mpaBmJIa
d. akTeI
Bompoc 6
Tekct Bompoca
Kaxoit npuznak HE XAPAKTEPEH nans oprannzaiinoHHO-TIPaBOBBIX JOKYMEHTOB:
BribepuTe oguH OTBET:
a. TIOANHUCHIBAIOTCS, TO3TOMY UMEIOT PEKBU3UT «IOJITUCH
b. sBsItOTCSI GECCPOUYHBIME U ICWCTBYIOT JI0 UX OTMEHBI HJIM 3aMEHbI HOBBIMHU
C. YTBEP>KAAIOTCS, TO3TOMY UMEIOT PEKBU3UT «TPHU(] yTBEPKACHUS»
d. SIBISOTCS IMPEKTUBHBIMH, I0OITOMY HMEIOT PEKBU3HUT «OTMETKA O KOHTPOJIE»
Bonpoc 7
TekcT Bompoca
K yupenurensaeiv nokymentam HEJIB34 otnectn:
Bribepure oguH OTBET:
a. yCcTaB opraHu3anuu
b. yupeauTenbHbIit JOrOBOp
C. OJIOKEHUE 00 OpraHu3alnuu
d. mosoXKeH#e 0 CTPYKTYPHOM MOIpa3ieieHIN
Bompoc 8
Tekct Bompoca

Kakoii (-ue) nokyMeHT (-bl) SIBASET(-I0T)CS YUPEOUTEIbHBIM (-1) [UI aKIHOHEPHBIX OOILECTB B
COOTBETCTBHH C aKTyaJbHBIM 3aKOHOAATEILCTBOM:

Bribepure oguH OTBET:
a. ycraB

b. ycraB u yupeauTenbHblid 10roBOp



C. yUpEIUTENbHBINA 10r0BOP
d. monokeHue 00 aKIIMOHEPHOM O0IIECTBE
Bompoc 9
TekcT Bompoca
Kakue crpykrypst HE MOI'VT JIEUCTBOBATD Ha 0CHOBE TIOIOKEHHIA:
Bribepure oauH OTBET:
a. OroKETHBIE HEKOMMEPUECKUE OpraHu3alin
b. KoMMepueckre opraHu3amn
C. (hunuanel, IpeACTaBUTENbCTBA, OTACICHUS KOMMEPYECKUX OpraHu3aIii
d. cTpyKTypHBIE TOIPa3eICHUS HEKOMMEPUYECKUX U KOMMEPYECKHX OpTraHH3allHii
Bomnpoc 10
Tekct Bompoca
Kakoti Bug ycraa HE CYILIECTBVET:
BribepuTe oquH OTBET:
a. ycTaB MHAMBHUIYAIBHOTO NPEANPUHUMATEIS
b. ycraB 001ieCcTBEHHOW OpraHU3aUuK
C. ycTaB roCcyJJapCTBEHHOM WJIM MYHMIIUIIAJIbHON OpraHu3aliu
d. ycTaB KOMMEpYECKOii OpraHu3aluu
Bomnpoc 11
TekcT Bompoca

Kakoii pekBU3HUT oTiM4aeT 0(opMIICHHE YCTaBa OT APYTHX BUIOB OPraHU3alMOHHO-TIPABOBBIX
JIOKyMEHTOB:

Bribepure ouH OTBET:
a. HaIM4re rpuda yTBep KIeHUs
b. Hanume noamucei
C. HAIMYHE OTMETKHU O €r0 PETUCTPAIIUH
d. Hanu4Me BU3 O3HAKOMIICHUS
Bompoc 12

TekcT Bompoca



YV kakoro Bua OpraHU3alMOHHO-TIPABOBOM JTOKYMEHTAIIMU TPEOOBAHUS K TEKCTY YCTAHOBJICHBI B
3aKOHOAATEITHFHOM TIOPSIIIKE:

Bribepute oquH OTBET:
a. JOJDKHOCTHASI MHCTPYKLHS
b. MHCTpYKIMS HOPMAaTHBHO-METOAMYECKOTO XapaKTepa
C. ycTaB
d. mrrarHOE pacIrcaHue
Bompoc 13
Tekcr Bompoca
Kakoii opraHn3alinOHHBIN JOKYMEHT HMeeT YHUDUITUPOBAaHHYIO (hopMy:
Bribepute ouH OTBET:
a. ycraB
b. HHCTPYKLKS IO 1ETONPOU3BO/ICTBY
C. LITaTHOE paclucaHue
d. TODKHOCTHOM perjiaMeHT
Bomnpoc 14

Tekcr Bompoca

Onpenennre, K KAKOMY OPraHU3alIMOHHOMY JOKYMEHTY OTHOCHTCS TIpe/jiaracMblii ()parMeHT TEeKCTa
JOKYMEHTa:

1. (DI/IpMeHHoe HaMMCHOBAaHHUEC U MCCTOHaXOXIACHNC O6]J.IeCTBa

1.1.ITonHbIM pUpMEHHBIM HAaUMEHOBaHUEM oOIIecTBa siBisieTcs:: OOIIECTBO ¢ OTPaHMYSHHOM
otBeTcTBeHHOCTHIO « MUP». Cokpaiennoe pupmenHoe HaumeHoBanue odmectsa — OO0 «MUP».

1.2.¥Opuamdaeckuii anpec obmectra: yi. CpenuzeMHOMOpPCKas, 1.1, r. Marauroropck, Yensionnckas o01.,
Poccus, 455012.

Bribepure oguH OTBET:
a. ToJIOXKeHHe 00 OpraHu3aIiu
b. mpaBuia BHENTHEH MEPENMCKH OPraHU3aIiu
C. ycTaB
d. MHCTPYKIIHS 110 JICTOIPOU3BOJICTBY
Bompoc 15

Tekct Bompoca



Omnpenennre, K KAKOMY OPraHU3aIUOHHOMY JOKYMEHTY OTHOCHTCS TIpeiiaracMblii ()parMeHT TEKCTa
JIOKyMEHTA!

OO0111HEe TTOJIOKEHNS

1.1 .CereTapb-pe(pepeHT OTHOCHUTCS K KaTCropuun Cri€iuajinuCTOB IMPECANPUATHUSA, IPUHUMACTCI U
YBOJIBHACTCA AUPEKTOPOM.

1.2.OCcHOBHBIMH 3aja4aMH cereTapﬂ-pe(bepeHTa SABJIACTCA OPraHU3allMOHHOC U JOKYMCHTAIIUOHHOC
obOecrieueHne ynpaBnqueCKOﬁ JCATCIbHOCTH.

Bribepute oauH OTBET:
a. IIpaBUJIa BHYTPEHHETO TPYJOBOI'O PAacIopsiiKa
b. momKHOCTHAS HHCTPYKIHS
C. HHCTPYKLUS 110 IEPCOHAILY
d. monoxeHue 06 OTAEIIE IETOIPOU3BOJICTBA
Bomnpoc 16
Tekcr Bompoca

Onpenenure, K KAKOMY OPraHU3allMOHHOMY JOKYMEHTY OTHOCHUTCS TpejiaraeMblii parMeHT TeKcTa
JIOKyMEHTA!

1.1. DIEKTPONPOBOJIKA B yUECOHBIX MOMEIICHHUSIX JIOJDKHA HAXOUTHCSI B UCIIPABHOM COCTOSIHUU.
ConpoTHBIIEHNE H3OJSAIIH TPOBOJIOB JOJDKHO MEPHOANIECKU 3aMEPATHCS, IPH HEOOXOTUMOCTH JIOJKEH
MIPOU3BOJIUTHCS PEMOHT.

1.2. 3anpemniaercs NpUMEHATH JUIsl 3aIUTHI JJIEKTPOCETEN BMECTO aBTOMATHUYECKUX NIPEJOXPAaHUTENEH U
TUTABKUX BCTABOK 3AIIUTY KYCTapPHOTO U3TOTOBICHUS (OKYUIKNY).

Bribepute oiMH OTBET:

d. TOJDKHOCTHAS MHCTPYKIMS 3aMECTHUTEIIA JUPEKTOPA IO BOIPOCaM TCXHUKHU 0e30MmacHOCTH yqeGHoro
3aBCACHUA

b. TunoBoe monoxeHue 0 TEXHUKE OE30IACHOCTH B y‘le6HBIX 3aBCACHUAX
C. MHCTPYKIHS IO TCXHUKE 0e30IMacHOCTH B y‘le6HOM 3aBCACHUNU

d. mpuka3 ympasieHust 00pa3oBaHUS MyHUIUITAIBHOTO 00pa30BaHMs O COOITIOCHUH TTPABHUI TEXHUKH
0e30MmacHOCTH B YUEOHBIX 3aBEJICHHSIX

Bompoc 17
TekcT Bompoca

Omnpenennre, K KAKOMY OPTaHU3allMOHHOMY JOKYMEHTY OTHOCHUTCS TpeJiaraeMblii (hparMeHT TeKcTa
JIOKYMEHTA!



1.1.MHCTpYKTOP TIEpBOM KaTerOprH OTIea KaapoB, OPraHN3AIMOHHO-MACCOBOW paOOTHI M1 KOHTPOJIS
OTHOCHTCS K KATETOPHUH CIIEIIHATHUCTOB.

1.2.Ha 10/KHOCTh HHCTPYKTOPA MIEPBOl KATETOPUHU HA3HAYACTCS JIUIIO, UMEIOIIECE BBICIIICE
npoecCHOHaNBHOE 00pa3oBaHue, O3 MPeAbIBICHIUI TPEOOBAHUIA K CTAXY pPaOOTHI.

1.3.Ha3naueHue Ha JODKHOCTh MHCTPYKTOPA MEPBON KATETOPUN M OCBOOOKICHHE OT HEE IPOU3BOIUTCS
MIOCTaHOBIICHUEM (PACTIOPSLKEHUEM) COBETA WIIH MTPaBICHMUSL.

Bribepute oquH OTBET:
a. TIoJIo’keHne 00 oTIeNe KaapoB

b. kBanuduKanHOHHBIE TPEOOBAHUS K HHCTPYKTOPY MEPBOM KaTETOPHH OTAEIa
KaJIpOB,0praHU3aIIMOHHO-MACCOBOW paObOTHI M KOHTPOJIS

C. IpaBHJIa BHYTPSHHETO TPYAOBOTO PACIIOPSIKA B OT/EIE KaJAPOB,0praHH3alHOHHO-MAaCCOBON pabOThI 1
KOHTPOJIS

d. JOJDKHOCTHASI MHCTPYKIHSL HHCTPYKTOPA MEPBOil KAaTeropuu oT/ena
KaJpOB,0praHU3alIOHHO-MACCOBON paObOTHI U KOHTPOJIS

Bompoc 18
Tekct Bompoca

Onpenenure, K KAKOMY OPraHU3allMOHHOMY JOKYMEHTY OTHOCHUTCS TpeJiaraeMblii parMeHT TeKcTa
JIOKYMEHTA!

1. O01ue moI0KEHUS

1.1.JIureparypnas npemus «Pycckas ¢pantacTuka» (1ajgee o TeKCTy — NPEMHUS) IPUCYKAAETCS
©XKEerojIHO 3a Jiydliee paHTacTUIecKoe MPOU3BeIeHIE KPYITHOH (OopMBI, ONyOJIMKOBaHHOE B TOTY,
NPEAILECTBYIOIIEM IIPUCYKACHUIO IPEMUH.

1.2.B kadecTBe JJOMOTHUTELHBIX HOMUHAIIMN HAa COUCKAHNE TIPEMHH, HE 00sI3aTENBHO MPUCYKIAEMBIX
€XKEerofHO, MOTYT TaKkXe J00aBISAThCS HOMHUHALMY «3a Jy4iiee (haHTaCTHYECKOE MPOU3BEACHUE CpeIHEN
bopMbly, «3a myuinee GpaHTaCTUYECKOE TPOU3BEICHHE MalIOH (POPMBI».

1.3.YupenurensiMu npeMuH sSBISIOTCS cepBep «Pycckas GpaHTacTukay U MepCcOHANbHO: AJNEKCaHIP
VabsHOB, Mutpwuii Batonun, Bnag Jdypuunkuii, Koncrantun ['pumin, Anexcarap CumnopoBud.

1.4.IIpemust mpuCy)1aeTcsi HA OCHOBAaHUH UTOTOB TAWHOTO ABYXTYPOBOTO royiocoBanus. [lepBwiii Typ
rOJIOCOBAHUS MPOBOAUTCS B KOMIIBIOTEPHBIX CeTsAX MIHTEpHET (rojI0CYIOT MOCeTUTENH cepBepa «Pycckas
(haHTacTHKa») U Ha MecTaX (TOJIOCYIOT HOIMUCUYUKA DXOKOH(PEPEHIIHIA, TOCBAIICHHBIX (DaHTaCTHKE).
BTopoii Typ romocoBaHus IPOBOAUTCS CPEAN PEAaKTOpoB cepBepa «Pycckas dantactuka» (cum. 1. 4.2). B
0Cc000 OTOBOPEHHBIX HIKE CIydasiX IOIMyCKaeTCs TPOBEACHUE IOTIOIHUTEIIEHOTO TYpa TOJIOCOBAHUS CPEeIn
y4peIUuTeNei MPeMHUHU.

1.5.IIpeMust MOKET MPUCYKIATHCS OJHOMY U TOMY K€ aBTOPY 3a pa3IMyYHbIC IIPOU3BEACHUS He Ooliee TBYX
pa3 B KaKJI0M U3 HOMUHAIIUMN.

1.6.Bpyyenune npeMun Npou3BOIUTCA Ha €KETOAHON KoHpepeHInH «HTepnpeccKony.



Bribepute oquH OTBET:

a. YUpeIUTENbHBIN TOroBOp ocepBepe «Pycckas paHTacTHKay MEXTy ANCKCAHIPOM Y IJIbSTHOBBIM,
Hmutpuem Batonuaev, Brnagom lypaunknm, Korcrantuaom ['pummaeiv, Anexcanapom CraopoBudemM

b. mpaBua npoBeeHHs BCEPOCCHICKOTO KOHKYpCa Ha JydIliee TUTEPATyPHOE TPOU3BEICHHUE B )KaHPE
(haHTaCTHKH

C. TIOJIOKECHUE O TIPUCYKICHHUH JTUTEepaTypHoil nmpemun «Pycckas aHTacTrkay
d. HHCTPYKIMS O BPYUEHHUH JIUTEPATYPHOH peMun «Pycckast haHTacTHKa»
Bompoc 19
TekcT Bompoca

Onpenennre, K KAKOMY OpPraHU3allMOHHOMY JOKYMEHTY OTHOCHTCS IpeajiaracMblid ()parMeHT TEeKCTa
JOKyMEHTa:

1. O0uHe 1oI0KEHUS

1.1.PykoBoautensb cinyx0b1 JIOY OTHOCHTCS K KAaTETOPUH PYKOBO IMTEJICH, Ha3HAYACTCS HA TOJIKHOCTh U
OCBOOOXIAETCS OT Hee MPHUKA "30M PYKOBOAMTENS OpTraHU3aIlHH.

1.2.Ha nomxHocTs pykoBoauTens ciayx0bl JJOY HazHauaeTcs U0, IMEIONIEE BhICIIIEE
npodeccuoHanbHOE 00pa3oBaHNe U CTaXK PaOOTHI IO MPO(HITIO HE MEHEe TPeX JeT.

1.3.PykoBoautensb ciayx0b1 JJOY mogunHsAeTCs] PyKOBOJAUTEIO OpraHU3aI|H.

1.4.Bo BpeMst OTCYTCTBHS pyKoBoAUTES cy)0b1 JIOY (koMaHAM "POBKA, OTIYCK, O0JI€3Hb U MIP.) €T0
00513aHHOCTH HUCTIONHSET 3aMECTH "TelIb (VU JIUI0, HA3HAYEHHOE B YCTAHOBIEHHOM TIOPSIKE), KOTOPBIH
MPHOOpETAET COOTBETCTBYIONIHE IIPaBa U HECET OTBETCTBEHHOCTH 32 HaJl-JIeXKalllee UCTIOTHEHNE
BO3JI0’KEHHBIX HA HETO 00S3aHHOCTEH.

Bribepute oiMH OTBET:
a. moyoxenue o ciayxoe JOY
b. mpaBuia BHyTpeHHET0 TPYJAOBOTO pacropsiika B ciyxoe JJOY
C. TOJIOKEHUE O PyKOBoauTele Ciryxonr IOY
d. monoxkeHue 00 opraHu3auu
Bompoc 20
Tekct Bompoca
JIOIDKHOCTHBIE PETJIAMEHTBI BBOJISITCS:
Bribepure oguH OTBET:
a. U1 BOGHHOOOS3aHHBIX
b. st pykoBoamTeneit opranu3auii

C. onsa JIFOOBIX Z[OJ'DKHOCTCﬁ JTFIOOBIX OpFaHI/I3aLII/Iﬁ KaK aJIbTCPpHATHBA ,Z[OH)KHOCTHOﬁ HWHCTPYKIIUU



d. I TpaKIAHCKUX CITYKaliX
Bompoc 21
TekcT Bompoca

Kaxoif TokyMeHT ycTaHaBIMBaeT OOIIMe MpaBIIa B3aUMOICHCTBUSI MHHACTEPCTB, CITy’KO M areHTCTB IpU
BBITIOJTHCHUY UMH CBOUX (DYHKIIHIA, @ TAKKe OOIIHME IPaBUjIa OpraHU3aIiK IS TSILHOCTH (eepabHBIX
OpPraHOB UCIOJHUTEIHHON BIACTHU MO PeAIU3aI[UU UMH TTOJTHOMOYHIA:

BribepuTe ouH OTBET:
a. Oo01ee mOIOKEHUE O MHHICTEPCTBAX
b. TunoBoii permaMeHT B3aMMOAEHCTBHS (eIepalbHBIX OPraHOB HCIOIHUTEIBHOMN BIACTH
C. TunoBoe MOJIOXKEHHUE O TOCYIAPCTBCHHOM CITyk)0e
d. TumoBast KHCTPYKIIHS O AETOMPOU3BOIACTBY B (heAepaIbHBIX OpraHax MCIOTHUTEILHON BIACTH
Bomnpoc 22
Tekcr Bompoca
Kaxum opranusaniioHHBIM TOKYMEHTaM COOTBETCTBYET CJeNyIOIIas XapaKTepUCTHKA!

OT0 OpraHN3alMOHHO-IIPABOBBIC AKTHI, ONPEIEIISIOIINE TOPSA0K 00pa30BaHus, IpaBa U 0013aHHOCTH,
OpraHu3alyio padoThl KaK B OPraHU3alluy B IIEJIOM, TaK U B €€ CTPYKTYPHBIX MMO/pa3ieieHusX. B atux
JOKYMEHTaX TaKKe MOTYT ObITh OTPayKEHbI IIpaBa U 0053aHHOCTH OTIEIbHBIX JOJKHOCTHBIX JIMIL,
OTIpEeIEIATHCS] OCHOBHBIE OpTraHU3aIlOHHBIE BOTIPOCHI TPOBEAEHHS Pa3IMYHBIX MEPOIIPUATHI B
opraHu3zanuy (KOHKypCcOB, CEMHHAPOB, (pecTHBajel, BHICTABOK).

Bribepute oiMH OTBET:
a. mpaBuIIa
b. monoxenus
C. HHCTPYKITHH
d. ycraBbt
Bompoc 23
Tekct Bompoca
Kakomy opranu3annoHHOMY JOKYMEHTY COOTBETCTBYET CIIEAYIOIIAs XapaKTePUCTHKA!

OTO0 TOKAIbHBI HOPMATUBHBIN aKT OpraHN “3alliH, PETJIaMEHTHPYIOUINI B COOTBETCTBHH C Tpy/10BBIM
Konex—com u nHbIMHE (peiepaTbHBIMA 3aKOHAMH TTOPSIIOK TPHEMa M yBOJIb “"HEHH PaOOTHUKOB, OCHOBHBIE
npaBa, 00A3aHHOCTH 1 OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JOIOBOPA, PEKUM PaObOTHI, BpEMsI OTIbIXA,
MpUMEHsIeMbIe K pa0OTHUKAM MepHhI TIOOIIPEHHS 1 B3BICKAHUSI, 8 TAK)KE WHBIE BOTIPOCHI PETYINPOBAHUS
TPYAOBBIX OTHOILLIEHUH Y IaHHOTO paboTomaTens.

Bribepute oquH OTBET:

a. MHCTPYKLMS MHCIIEKTOPA IO TPYAY



b. mpaBuiia BHYTpEHHETO TPYIAOBOTO pacropsiaKa
C. TOJIOKECHUE O TPYAOBBIX OTHOIICHUIX B OPTaHU3aIlluU
d. TpymoBoii 0TOBOP
Bompoc 24
Tekct Bompoca
KakoMy opraHu3aiiuoOHHOMY JIOKyMEHTY COOTBETCTBYET CIIEAYIONIas XapaKTePUCTUKA;

DTO0 TOKAIBHBIA OPTaHU3ANMOHHO-TIPABOBON aKT, OMPEAESISIONINHN MOPSIIOK (OPMHUPOBAHIIS, 3aJa9H,
CTPYKTYpY, 0053aHHOCTH, (DYHKIIMH, TIPaBa, OTBETCTBEHHOCTh M OPraHU3AIIHI0 PA0OTHI CTPYKTYPHOTO
MoIpa3AeNIeH s © MHOTO OpraHa (CoBeTa, KOMUCCHH U T.I1.) IPEANIPHUATHS, (PUPMBI, YIPEKICHIS.

BribepuTe oiuH OTBET:
a. ycTaB
b. yapenuTenbHbIi 1OTOBOD
C. TIOJIOKEHUE 00 OpraHu3aIlii
d. monoxxeHue o CTPYKTYpPHOM IOpa3ieIeHHN
Bompoc 25
Tekcr Bompoca
Kakomy ynpasieH4eckoMy IOKYMEHTY COOTBETCTBYET CIIEAYIONIast XapaKTepPHCTHKA:

3T0 BWJI MUCBMEHHOTO JIOKYMEHTA, B KOTOPOM (DMKCHPYIOT pElICHHs aIMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIPOCOB, a TAKXKE BOIPOCOB YIPaBIICHHS, B3aUMOACHCTBHSL, 00ECIICUECHHS U
PeryaupoBaHusl AeSITEIbHOCTH OPraHoOB BJIACTH, YUPEKACHUH, IPEANIPUATHHA, OpraHu3auuii, ux
MIOAPA3IEICHUN U TOJPKHOCTHBIX JIULL.

Bribepute oiMH OTBET:
a. puHAHCOBO-OyXTaITEPCKUIA
b. kampoBsrit
C. OpraHU3aIMOHHO-PACTIOPSIUTEILHBII
d. ImIaHOBO-OTYETHBIN
Bompoc 26
TekcT Bompoca
Kakomy JTOKyMEHTY COOTBETCTBYET CIeIyoIIas XapaKTepUCTHKA!

OT0 CBOJ MpaBWJI, PErYIHUPYIOMINX OPraHU3aLHIO U MOPAAOK ACATELHOCTH B KaKOW-INOO0 onpeaenéHHon
cepe OTHOMIEHUH M KaKOTO-TMO0 rOCYAapCTBEHHOTO OPTaHa, MPEANPHITHS, YIPEKACHNUI. ITOT
JOKYMEHT OMpeersieT IPaBoBOil cTaTyc OpraHu3aliy, He0OOXOAUMBIN IS €€ TOCyJapCTBEeHHON



pEeTUCTpaIiy; OTPaKaeT MpaBa, QYHKIHMU, CTPYKTYPY H HMITATHYIO YUCICHHOCTBIOCY/IapCTBEHHOM,
KOMMEPYECKOH MIIN OOIIECTBEHHON OpTaHU3aIiy.

Bribepute oquH OTBET:
a. aAIMUHUCTPATUBHBIN peTIaMeHT
b. yupeauTenbHbIii TOTOBOP
C. CBUZIECTENILCTBO O PETUCTPALMU IOPUANYECKOTO JIMLA
d. ycras
Bormpoc 27
Tekcr Bompoca
Kakomy 1OKYMEHTY COOTBETCTBYET CIIEAYIOLIAs XapaKTEPUCTHKA:

B sTOM nokymMeHTe yupenuTenu o0sA3yITCs cO34aTh IOPUANYECKOE JHII0, OIPEAEIISIOT HOPSA0K
COBMECTHOM JEATENBFHOCTH 110 €T0 CO3/IaHUIO, YCIOBHUS MEPEAAYN EMY CBOETO HMYILECTBA M YYaCTHs B €r0
JesITeIbHOCTH. B HEM OmpenenstoTcs yCIOBHs U MOPSAOK pacTpeieieHus] MEeXy Y4aCTHUKaMU PUOBLTH
1 yOBITKOB, yIIPaBICHHUS IESATEIBHOCTHIO FOPUANIECKOTrO JIMLA, BBIX0AA YUpeIuTeIeh (YUaCTHUKOB) U3 €ro
COCTaBa.

BribepuTe oguH OTBET:
a. ycraB
b. cBUIETENBCTBO O pErHCTpPAIUU FOPHIMYECKOTO JIUIA
C. yUPEIUTEIbHBINA 0r0BOD
d. aAMHHUCTPATHBHBII PeriaMeHT
Bomnpoc 28
TekcT Bompoca
KakoMmy 1OKyMEHTY COOTBETCTBYET CIIEAYIOLIAs XapaKTEPUCTHKA:

9T0 HpaBOBOfI aKT, YCTaHaBJH/IBaIOIIII/Iﬁ TEXHOJIOTHUIO CO3JaHUA UIIHU IMMOJTYUYCHUSA JOKYMEHTOB, UX
O6pa6OTKI/I, XpaHCHHA U UCIIOJIB30BAHUA B ACATCIIBHOCTH OpraHrU3aluu.

BriOepuTe ofMH OTBET:

a. IOJDKHOCTHAs! MHCTPYKLUS

b. momkHOCTHOI perimameHT

C. mosioxkeHue o ciryxoe JJOY

d. MHCTPYKIIHS 110 IETOIPOU3BOJICTBY
Bormpoc 29

Tekct Bompoca



Kakxomy 1oKyMeHTy COOTBETCTBYET CIEAYIOIas XapaKTepUCTHKA:

DTOT OKYMEHT YCTaHABIUBAET JIsl paA0OTHHKA KOHKPETHBIE TPYI0BbIE (JIOKHOCTHEIC,
(yHKIIMOHAIBHEIE) 0053aHHOCTH U TPaBa B COOTBETCTBUH C 3aHUMAEMON JOIDKHOCTBIO, 3aKPEIUIIET eT0
OpraHU3aIMOHHO-TIPABOBOE MOJOKEHUE B CTPYKTYPE YUPEKICHUS, SIBISCTCS IIPaBOBOM OCHOBOM JJIs
MPOBEJICHHS aTTeCTAIlUU paOOTHHUKA, OTIPEACICHHS €TI0 OTBETCTBEHHOCTH U B3aMMOOTHOIIICHUS C APYTUMHU
paboOTHUKAMH U TTOIpa3AeNICHISIMHI, TTO3BOJISIET OOBEKTHBHO OI[EHUBATH Pa0OTy COTPYTHUKA OpPTraHU3AIIH.

Bribepute oquH OTBET:
a. MHCTPYKLUS TI0 JISIOTIPOU3BOJICTBY
b. monoxenwue o ciayxoe JJOY
C. JOJPKHOCTHOM perjiaMeHT
d. TODKHOCTHASI UHCTPYKIIUSI
Bormpoc 30
Tekcr Bompoca
KakoMy TOKYMEHTY COOTBETCTBYET CIIEAYIONIast XapaKTePHCTHKA:

OTOT IOKYMEHT yCTaHABIMBAET KBAUTH(UKAIIMOHHBIC TPEOOBAHHUS K TOCYIaPCTBEHHOMY I'Pa)IaHCKOMY
CIIy’KallleM; ero JOJDKHOCTHBIE O0sI3aHHOCTH; IEPEUCHBb BOIIPOCOB, 110 KOTOPBIM IPOXXJAHCKUHN CITyKaLUi
BIIPaBe WU 00s3aH CAMOCTOSATENBHO MPUHUMATE PEIICHUE M YYaCTBOBATh PHU MOATOTOBKE
HOPMAaTHBHO-TIPABOBBIX aKTOB; CPOKU U MPOLIETYPHl HOATOTOBKH, PACCMOTPEHUS IPOEKTOB
YIPABIEHYECKNX PEIICHUH, TOPAJOK MPUHATHS PEILICHUS; MTOPSIOK B3aUMOIEHCTBHS TPAXKAAHCKOTO
CITy’KallIero; MepeyeHb TOCyIapCTBEHHBIX YCIIYT; TIOKa3aTell 3Q(QEKTUBHOCTH U PE3YJIbTATHBHOCTH
npodecCHoHAIBHON CITyKeOHON e TebHOCTH TPaXKAAHCKOTO CITy KaIlEero.

Bribepute oiMH OTBET:
a. aIMUHUCTPATUBHBIN perIaMeHT
b. npaBuiia BHyTpEHHEr0 TPYIOBOIO PacHopsIKa
C. TOJDKHOCTHASI HHCTPYKIIUS

d. TODKHOCTHOM perjiaMeHT

IIpakTnuyeckoe 3aganue 5

1. CoctaBbTe 1 0(hOpMHUTE IPUKA3 O MOATOTOBKE K €XKETOJHOMY CEMUHAPY (IUPEKTOP MO0 MAPKETHHTY
JIOJDKEH MPEICTaBUTh TE€3UCHI IOKIIAJI0B CIIEIHAINCTOB-MapKETOJIOIOB 110 3apyO0eKHOMY PBIHKY;
CeKpeTaphb reHepabHOr0 TUPEKTOpa JOKEH MOATOTOBUTD IUIaH OPraHW3alMOHHBIX MEPOIIPUATHHA 1O
MPOBEJICHUIO CEMUHApPA; TTIaBHBIH OyXTanTep JOKEH COCTAaBUTh CMETY PACXO0I0B MO OPraHU3alluK paboThI
CEKIH U MPOBEACHUIO 3aKIIIOYUTEIBHOIO OaHKETa).



2. CoctaBbTe ¥ 0OpMUTE IIPUKA3 10 JUIHOMY COCTaBY O IPUHATHH Ha padoTy MBaHoBa JIbBa Oneropuya
HAYaTEHUKOM IOPHUIMUYECKOTO OTJIENA 110 TPYAOBOMY JIOTOBOPY.

Tect K pazaenay 2
Bompoc 1
Kaxomy HOHSTHIO COOTBETCTBYET CJICAYIOIIAs XapaKTEPUCTHKA:

DTO TOKYMEHT, COJIepKaIlliii MOA3aKOHHOE O(UITHAIbHOE PellieHIe, IPUHATOE OPTaHOM UCTIOTHUTEIHHON
BJIACTH TN JTOJDKHOCTHBIM JIIIOM B OJTHOCTOPOHHE-BIACTHOM MOPSIKE U C COOIIIO/IEHHEM yCTaHOBIIEHHON
MPOLEAYPHI 10 TOMY WJIM HUHOMY BOIIPOCY, OTHECEHHOMY K €r0 KOMIIETCHIIUU, O0JICYCHHOE B
MPETyCMOTPEHHYIO 3aKOHOM (POPMY H TIOPOKIAIOIIee FOPHUANIECKUE TTOCIIEACTBHS.

Bribepute ouH OTBET:
d. HOpMBI IIpaBa
b. mpaBoBoif akT
C. HCHOPMaTHUBHBII IPaBOBOM aKT
d. HOpMaTHBHBIN MPABOBOM aKT
Bormpoc 2
KakoMy OHATHIO COOTBETCTBYET CIIEYIOIIasi XapaKTePUCTHKA!

OTO TOKYMEHT, CO/IEPIKallHii TpaBUiIa MOBEACHUS, PACIIPOCTPAHSIONINECS Ha HEONPEAETICHHBIN KPYT JINII,
M37aHHBIE HA OCHOBAHUH U BO MCIIOJHEHUE (peiepaIbHOrO 3aKOHOIATEIbCTBA, 00s3aTeNbHBIE IS
WCIIOJTHEHHS OpTraHaMHU TOCYJapCTBEHHON BIACTH, MECTHOTO CaMOYIIPABIICHUS, UX JOHDKHOCTHBIMHU
JULAMH, IOPUITYECKUMH JIMAMU U TPpakJaHaAMU.

Bribepute oiMH OTBET:
a. HOpPMaTUBHBII IIPaBOBOM aKT
b. HeHOpMAaTHBHBII TIPABOBO aKT
C. IpaBOBOM aKT
d. HOpMBI TipaBa
Bompoc 3
KakxoMy NOHATHIO COOTBETCTBYET CIIEAYIONIAs XapaKTEPUCTHKA:

OT0 pemieHns o0 KOHKPETHBIM BOIIpocam, oOpaiieHus K KOHKpeTHbIM JniiaM. OHU He cofiepkat
KaKHX-TH00 OOIIMX NpaBWJI TIOBEICHUS U PACCUUTAHBI Ha OJIHOKpaTHOE puMeHeHne. OHM CBSI3aHHBIE C
peanu3anueil IpaBoBbIX HOPM, UX IPUMEHEHUEM, UCIIOITHEHUEM, HCIIOIb30BAHUEM.

Bribepure oguH OTBET:

a. HOPMaTUBHBINA TPaBOBOM aKT



b. HopMBI TIpaBa
C. IPaBOBOM aKT
d. HeHOpMATHBHBIH IIPABOBOM aKT
Bompoc 4
Ha xaxue rpynms! noapa3aeisitoTcs pOpMBI IPABOBBIX AKTOB B 3aBUCHMOCTH OT IOPHIUYECKUX CBOHCTB:
Bribepure oauH OTBET:
a. OTKPBITBIC/CEKPETHEIE
b. mepBuYHbBIE/ BTOpUYHBIC
C. opurmanbHbie/ HeoQUIUATbHBIC
d. HopMaTHBHbIC/ HCHOPMATHUBHBIC
Bompoc 5
B kakoMm psity iepeqrcieHbl TONBKO IEPBHYHBIC TPABOBBIC AKTHI:
BribepuTe oiuH OTBET:
a. 3aKO0H, yKa3, paclopsuKeHUE
b. mpukas, cranmaprt, npeiickypant
C. perJIaMeHT, yKazaHue, pyKOBOJCTBO
d. pekOMeHaaIKH, TPOTrpaMMa, PelIeHHe
Bomnpoc 6
B kxakom psiy nmepeqncieHbl TONBKO BTOPUYHEIE PABOBHIE aKTHI:
Bribepute oiMH OTBET:
a. TIOJIOXKEHUS, TIPABUIIA, UHCTPYKITHH
b. pa3bsicHeHus1, penienue, nprukas
C. pacropspkeHue, ykazaHue, CTaHaapT
d. mopsi1oK, KiaccupuKaTop, MOCTAHOBICHUE
Bomnpoc 7

Kakne HOPMATHBHBIC ITPABOBLIC AKTbI MOT'YT IPUMCHSATLCH 0e3 0(1)I/ILII/IaJ'II>HOFO OHy6HI/IKOBaHI/I$I JJIsL
BCCO6H.I€F0 CBCACHU:

Bribepure oguH OTBET:
a. 3aTparvBarolre 00s3aHHOCTH TPAXKAAH

b. sarparuBaromue cBoGOIBI TPAXKIaH



C. aKThI MEKBEJIOMCTBEHHOTO XapaKTepa

d. 3aTparuBaromnye npapa rpaxaaH
Bompoc 8
K kakoii cucteMe TOKyMEHTAIMH OTHOCATCS MIPUKAa3bl U PaCTIOPSKCHUS:
BribepuTe oauH OTBET:

a. cHCTeMa pacTopsIIUTEILHON TJOKYMEHTAIHH

b. cucrema opraHu3anMOHHO-TIPABOBOM TOKYMEHTAIHH

C. cucTeMa JJOKYMEHTOB JIMYHOTO IMTPOUCX 0K ICHHSI

d. cuctemMa HHPOPMAITHOHHO-CIIPABOYHOMN TOKYMEHTAIIHH
Bormpoc 9
Kakomy MOHSITHIO COOTBETCTBYET CIIEAYIOIIAS XapaKTePUCTHKA!

JlokyMeHTBI, 00Jaiatomume pUANIECKOr CUITON, H31aBaeMble PYKOBOACTBOM OpTaHU3aIMU 1
coJepKallye yIpaBIeHYECKUE PEIleHHs], HAIPAaBJICHHbIEC Ha BBIMOIHEHNE TEKYILUX U IEPCIIEKTUBHBIX
3a7au:

BribepuTe oguH OTBET:
a. ”HPOPMALIMOHHO-CIIPABOYHBIE TOKYMEHTHI
b. opranu3anoOHHO-TIPABOBBIC OKYMEHTBI
C. JOKYMCHTEI 110 IMYHOMY COCTaBYy
d. pacropsiiuTeIbHBIC JOKYMEHTHI
Bomnpoc 10

Kaxue pacnopsautensubie nokymeHTsl HE n3narorces B ciydasx, Korjia Heo0X0IuMO MPUHSATh
HOPMATHUBHBIA WM UHAUBUIYAIbHBINA aKT [0 OCHOBHBIMBOIPOCAM KOMIIETEHIIUU OPraHU3aLUU:

Bribepute oiMH OTBET:
a. yKazaHus
b. nmpukass
C. IOCTaHOBJICHHS
d. perrenmust
Bompoc 11

Kaxkne pacrnopaaAuTCIbHBIC JOKYMCHTBI U3Jat0TCA 110 OINICPAaTUBHBIM BOIIPOCAM U JJId OpraHu3aliun
HCIIOJIHCHUA APYTUX pacCIiopAaUuTCIIbHbBIX JOKYMCHTOB!:

Bribepure oauH OTBET:



a. pacropsuKEHUS

b. pemrenust

C. TOCTAHOBJICHHUSI

d. mpukassr
Bompoc 12
Kakas xapakrepuctuka HE cooTBeTCTBYyeT cucTeMe pacrnopsAuTeNbHON TOKYMEHTAIUH:
Bribepute oquH OTBET:

a. OTH JOKYMEHTHI COJIEpXKAT FOPUANIECKU BIACTHBIC IPENNICAHUS CyObEKTOB UCIIOJIHUTEIbHOM BIACTH,
azipecaTaMM KOTOPBIX ABJISIFOTCS KOHKPETHBIE OPraHU3alliy, CTPYKTYPHbIE OApa3aeeHHs, 1ODKHOCTHBIE
nu1a, pabOTHUKH. DTU NPEANMCAHUS SBIAIOTCA IOPUINIECKUMU JOKYMEHTaMH, BbI3bIBAIOIIUMHU
BO3HMKHOBEHHE KOHKPETHBIX aJMHUHUCTPATUBHO-TIPABOBBIX OTHOIICHUH

b. DTH JOKYMEHTBIPEryIUPYIOT OTHOIICHHS B MEPAPXUICCKON CUCTEME YIIPABICHHS «CBEPXY BHU3» (OT
BBILIECTOSIIINX OPTraHOB, OPraHU3aL1H, TOJDKHOCTHBIX JIML K HHXKECTOSILIINM) U OTPAXKaroT
YIPABJIICHUECKUE PELICHUS, HAIPABIECHHBIE Ha JOCTUKEHUE LIENEH U 3a/1a4 OpraHu3aluu

C. OTH IOKYMEHTHI CO3JIAI0T OPraHU3alMI0, YCTAHABIUBAIOT €€ CTPYKTYPY, ONPEACISIOT IITATHYIO
YHCIEHHOCTh M COCTaB PA0OOTHHUKOB TI0 IOJDKHOCTSIM, OTIPEAEISIOT (GYHKIUK CTPYKTYPHBIX
NoJpa3aeNICHUH, COBELIATENbHBIX, KOJIJIETHAJIbHBIX OPraHOB, YCTAaHABIUBAIOT PEXUM PaOOTHI,
OCYIIECTBIISIOT OpraHU3alMIo TPYy/Ia U pachpeieeHne 00s3aHHOCTeH MEKAY pabOTHUKAMHU, ONIPEICIISIOT
MOPSIIOK PEOPraHu3aluy 1 JIMKBUAALWHI OpraHu3alin

d. DT AOKYMEHTHI M3IAI0TCSI Ha OCHOBE MJIM BO MCIIOTHEHHE 3aKOHOB, TTOCTAHOBIIEHHI U PaCTIOPSKEHHUI
[IpaBuTenscTBa PO, BRILIECTOSIIUX OPTaHOB BIACTU U YIPABICHUS. DTH aKThl U3AOTCS TAKXKE 110
VHUIMATUBE PYKOBOJUTEIIEH B Mpejiesiax UX MOJHOMOYMH U KOMIIETEHIIMHU VISl OCYILIECTBJICHUS LIeJIel U
3a/1a4 OpraHu3aluu

Bompoc 13
KakoBa nepapxudeckasi CHCTEMa pacropsIIUTENbHBIX IOKYMEHTOB 110 cepe AeHCTBUS (CBEpPXY BHU3):

1) npaBOBbIE aKTHI, ICHCTBYIOLINE B PaMKaX OTJEIbHON OpraHu3aliy, YIPEKICHUS, IPEAIPHUITHS,

¢bupmsr;

2) mpaBOBBIE aKThl, JCHCTBYIOIINE B IIpeesiaX OTPaciu (M3JaI0TCs OTPACIEBBIMU OpraHaMu (eaepanbHOR
WCTIOJTHUTENFHON BIIAaCTH);

3) nmpaBoOBBI€ aKThI, JEHCTBYIOLINE Ha ypOBHE CyOBeKkTOB PD — KpaeB, oGnacTeid, ropo7oB
pecmybnukanckoro 3HadeHust Mockssl u Cankt-IleTepOypra, aBTOHOMHBIX 001acTell 1 OKPYTOB, a TAKXKE
UX TEPPUTOPHAIBHBIX 00pa30BaHUIA;

4) mpaBOBBIE aKTHI, IEHCTBYIOIINE HA (eAepaTbHOI YpOBHE, — aKThl, n3aBaeMble [Ipesunentom PO,
IIpaBurenscTBOM PO, OpranaMu UCIIOIHUTEIBLHOM BIIACTH.

Bribepure o1H OTBET:
a. 4,231

b.1,3,2,4



c.1234
d. 4,321
Bompoc 14

Ha xakue Tpymiiet JensTcst pacopsiANTENbHBIE TOKYMEHTHI C TOUKH 3PSHHS IPUHATHUS PEIIeHUH (TTopsaKa
pa3pereHus BOIPOCOB):

Bribepute oquH OTBET:
a. co3/1aBacMbIC B YCIIOBUSIX KOJUICTHAIBHOCTH/ CO3/1aBacMbIe HA OCHOBE €JIMHOHAYAIIHS
b. HopMaTHBHBIE/ HEHOPMATHBHBIE
C. IEpPBUYHBIC/ BTOPHYHBIC
d. BO HCIIOJTHEHNE/ HHUITHATHBHBIC
Bompoc 15

Kakue pacnopaanuTEIbHBIC JOKYMCHTBI OTHOCATCA K JOKYMEHTaM, CO34aBaCMbIM B YCIIOBUAX
KOJJICTUAJIbHOCTH:

Bribepute ouH OTBET:
a. peImeHus
b. ykazanust
C. IPHUKa3bI
d. pacriopspkeHust
Bomnpoc 16

Kakwue pacrnopAAUTCIbHBIC TOKYMCHTBI HE otHOCATCS K AOKYMCHTAaM, U3/1aBAa€MbIM Ha OCHOBC
CAWHOHAYaJIuA:

BriGepute 0MH OTBET:
a. IpuKa3bl
b. pacniopsxenust
C. IOCTaHOBJICHHS
d. ykazanus
Bompoc 17
Kakue opratbl (OpraHu3annm) IeHCTBYIOT HA PUHIIMIIAX eIHHOHAYAIINS:
Bribepute ouH OTBET:
a. TOCYIapCTBEHHBIC BY3bI

b. akumonepHbie obIIEeCTBa



C. [IpaBurensctBO PO

d. opraspl HCIIOJTHUTEILHOMN BIACTH
Bompoc 18
Kaxue oprans! (opranuzamin) AeMCTBYIOT Ha YCIOBHSIX KOJIJIETHATBHOCTH:
BribepuTe oauH OTBET:

a. penepanbHbIe MUHHCTEPCTBA

b. BeICIIIE OpraHbl ypaBiIeH s KOMMEPYECKHX OPraHU3aIMii Pa3InYHbIX OPraHU3aIMOHHO-TTPABOBBIX
hopm

C. agMUHHUCTpauu Cy0OreKToB PD 1 Mpyrux TeppuTOpHAIEHBIX 00pa30BaHU

d. opraHbl HCIIOJIHUTEIILHOM BIIACTH OPraHU3alnil yUpeKACHHM, TPEANPUATHI, HUPM
Bomnpoc 19
Kaxue pacnopsautensubie nokymMeHTsI ipoxoast MHBIE cTagun nporienypsl n3aaHus:

1) u3ydeHue CymnecTBa yupaBJIeHYECKOTo BOIPOCa, HHUIIMUPOBAHKE PEIICHUS — 000CHOBAHHE
HeoOxoauMocTu usganus PJI;

2) cbop u aHaM3 WHGOPMAIIHH IO BOIIPOCY;
3) MOAroTOBKA MPOEKTA PaCcIOPSAUTEILHOTO JOKYMEHTA,

4) cornacoBaHue WM 00CYXK/JCHHE Ha 3aCeaHUU KOJUIETHAILHOTO OpraHa MpoeKTa PaclopsAuTEIbHOrO
JIOKyMEHTa;

5) BHecenue npoekrta PJ] Ha paccMoTpeHre pyKOBOJICTBA;
6) IpUHATHE PEIIeHUs — MOITUCaHNe JOKYMEHTA;
7) perucTpanys J0KyMEHTa,;
8) noBeneHME pacIOPAIUTEIBHOTO JOKYMEHTA 0 UCIIOTHUTEICH.
Bribepute oiMH OTBET:
a. IPHUKa3bl
b. pacniopsikenus
C. peueHus
d. ykazanus
Bormpoc 20
W3 kakux yacTeil COCTOUT TEKCT PaclopsANTENLHOTO IOKYMEHTA!
Bribepute oquH OTBET:

a. aHAIMTUYECKas 4acTh/ 0000IIaroas 4acThb



b. pazbscHuTENBHAS YaCTh/ TUPEKTHBHAS YacTh
C. KOHCTaTHPYIOLIas YacTh/ paclopsAuTeNbHas 4YacTh
d. BBOJIHAsI 4acTh/ OCHOBHASI YaCTh/ 3aKIIIOUYUTEIIbHAS YaCTh
Bompoc 21
Ha xakue rpymnisl gessiTesl MpUKas3bl O XapakTepy OCHOBAHUS ISl U3JaHUS:
Bribepure oauH OTBET:
a. HOpMaTHBHbBIE/ HEHOPMAaTHBHEIC
b. coznaBaemble B yCIOBUSIX KOJUIETHAIBHOCTH/ CO3/IaBaeMbIe HA OCHOBE €JMHOHAYAIIHS
C. IEpBUYHbIE/ BTOPHYHEIE
d. BO MCTIOJIHEHNE/ MHUIIHATHBHBIC
Bomnpoc 22
Kakue npuka3zbl Ha3bIBAIOTCS HHHIIUATHBHBIMU:
BribepuTe oiuH OTBET:

a. U3JaBaEMbI€ B CBA3H C OCYLIECTBICHUEM NHULMATYUB [10 OPraHU3allH UCIIOIIHEHHS [IPABOBBIX aKTOB,
IIPUHATBIX PABHOIIPABHBIMU JEJIOBBIMU IAPTHEPAMH OPTraHU3aLuU

b. n3maBaemsbie B CBA3M ¢ HEOOXOAUMOCTBIO OCYIIECTBICHUS COOCTBEHHOM IEATETLHOCTH B COOTBETCTBHU
C HaJICJICHHBIMU (DYHKIUSMH U 33]]a4aMU

C. U3JaBacMbI€ 10 MHUIITHUATUBE MMOAYNHEHHBIX

d. HU31aBa€MbIC C LICJIbIO OpTraHnU3allui UCTIOJIHCHUS IIPUHATBHIX 3aKOHOAATCIIbHBIX,
HOPMATHBHO-IIPABOBBLIX AKTOB 1 MHBIX HOpy‘IeHI/Iﬁ BBIIICCTOAIIUX OPraHOB

Bompoc 23

Kakumu caoBamu AOJDKCH HAYMHATBHCA TCKCT IMPUKa3a, €CJIU €ro U31aHnuc BbI3BAHO HeO6XO,E[I/IMOCTLIO
HCIIOJIHCHUSA NPUHATBIX 3aKOHOAATCJIbHBIX, HOPMATUBHO-TIPABOBBIX aKTOB U MHBIX HOpy‘IeHI/Iﬁ
BBIIICCTOAIINX OPraHOB:

Bribepure o1H OTBET:
a. «B memnsax...»
b. «B cooTBeTCTBHH C...»
C. «cxons us...»
d. «BcBs3uc...»
Bompoc 24

Kakumu cioBamu AOJDKCH HAYMHATBHCA TCKCT IMPUKa3a, €CJIU €ro U3JaHnuc BbI3SBAHO H606XO,I[I/IMOCTI>IO
OCYIICCTBIICHUA COOCTBEHHOMU ACATCIIBHOCTH 110 MHULIMATUBC OpraHru3aluu:



Bribepute oquH OTBET:

a. «Bcasuc...»

b. «Ha ocHoBanuu...»

C. «Bo ucmoiaHeHHeE...»

d. «B cOOTBETCTBUH C....»
Bompoc 25

Kaxkue pacniopsiauTenbHble JOKYMEHTHI MOXKET U3/1aBaTh B MPeeNiaX CBOCH KOMIIETEHIINN PyKOBOJUTEIh
OpraHu3alliy, JCHUCTBYIOIICH Ha OCHOBE KOJUIETUATBbHOCTHU:

BribepuTe oquH OTBET:
a. peueHus
b. mpukasst
C. NIOCTAHOBJICHU:A
d. pacriopspkeHuUs
Bomnpoc 26

Kaxue pacnopsautensubie nokymeHTsl HE MoTyT M31aBaTh B penenax cBoe KOMITETEHITUN
PYKOBOJUTEIN OPraHU3aluil, TEUCTBYIOIIUX HA OCHOBE €IMHOHAYAIIUS:

Bribepute oiMH OTBET:
a. YKa3zaHus
b. pacniopsokenwust
C. IpUKa3bl
d. perrenmust
Bormpoc 27

Kaxue nokyments! HE MoryT noanuceiBaTh B pesienax cBOEH KOMIETEHIIUN PYKOBOIUTENN CTPYKTYPHBIX
MIOAPA3IEICHUI:

BeibepuTe oiMH OTBET:
a. yKazaHus
b. mpukasst
C. pactopsIKEHUSI
d. mpoTOKOIEI
Bompoc 28

C Kakoro MOMEHTAa PacHOPSIIUTEIbHBIA JOKYMEHT MPUOOpeTaeT cTaTtyc OQUIHaIbHO H3JAHHOTO:



Bribepute oquH OTBET:
a. TOCJIe MOAMUCAHHS
b. mocne maTupoBamus
C. TIOCJIC PErUCTPALIUH
d. mocrne cornacoBaHus

Bormpoc 29

B xakom pacopsimuTeIbHOM JOKYMEHTE KOMMEPUECKOH OpraHu3alIliy UCIOIb3yeTcs (hopMa M3IT0KESHUS
TEKCTa OT IEPBOTO JUIA €AUHCTBEHHOT'O YUCIIA:

BribepuTe oquH OTBET:

a. B peIICHUH

b. B pacniopsoxkeHnn

C. B IOCTAaHOBJICHNH

d. B COBMECTHOM MpHKa3e
Bomnpoc 30

B kakoM pacnopsauTesHOM JOKYMEHTE UCIIOb3yeTCs (hopMa U3JI0KEHUS TEKCTa OT IEPBOTO JIMIIA
MHO’KECTBEHHOT'O YHCIIA:

Bribepute oiMH OTBET:

a. B IOCTAHOBJICHNH

b. B ykazanun

C. B pelICHUM

d. B coBMeCTHOM TIpHKa3e
Bompoc 31

@®opma Kakoro riiaroja He J0JKHA OTAEIATHBBOJHYIO YACTh PACTIOPSAUTENBHBIX JOKYMEHTOB OT
pacnopsIuTENbHON:

Bribepure oguH OTBET:
a. [IPUKA3BIBAEM
b. IPEAJIAT AIO
c. PEHIAIO
d. TIOCTAHOBIJISET

Bompoc 32



Kaxoii rmaron He npremieM B GOpMyITUPOBKE BIACTHOTO PEIICHUS OpTaHa YIIPaBJICHNUS, H3/IAI0IETO
paciopsIINTENbHBIA JOKYMEHT:

Bribepute oquH OTBET:
a. «yCHITUTD
b. «3auncnuTe»
C. «IOATOTOBHUTHY
d. «paspaboTats
Bompoc 33

Kakoii rnaron npeanoyturesieH B GOpMYIHPOBKE BIACTHOTO PELLICHHS OpraHa yrnpaBieHHs, H3AAI0IIEr0
pacnopsIUTENbHBIN JOKYMEHT:

Bribepute ouH OTBET:
a. «<OpraHU30BAThH»
b. «opHHATE MepBD»
C. KIIOOHATH)»
d. «<aKTHBH3HPOBATbH)
Bomnpoc 34

Kakoii rnaron npeanoyruresieH B GOpMYITHPOBKE BIACTHOTO PEILICHHS OpraHa yrpasieHHs, H3IaI0IEero
pacropsAUTENbHBINA JOKYMEHT:

BriGepute OMH OTBET:
a. KIIOBBICUTb»
b. «yny4mmTe»
C. «PacCMOTPETH»
d. «obecrieunTh»
Bompoc 35

Kaxoii riaron npenmnoututeneH B pOPMYITHPOBKE BIACTHOTO PELICHHS OpraHa YIpaBJICHHS, U3/A0IIEeT0
pacnopsaIuTeNbHbIA JOKYMEHT:

Beibepute oiMH OTBET:
a. KYCHIJIUTDB)
b. «rpuHsITE MEpBI»
C. KBO3JIOKHTD

d. «IOBBICHUTEY»



Bormpoc 36

B kakoit yactu PaACopAAUTCIIBHOTO JOKYMCHTA H606XOILI/IMO NnmoMemaTh nNepeuYCHbL JOKYMCEHTOB,
YTpaTUBIINX CUITY WJIH IMOMJICKAIIUX NU3MEHECHUIO B CBA3U C U3JAaHUEM JAHHOI'O aKTa:

Bribepure oauH OTBET:
a. B JIIOOOM TYHKTE PaclopsIIuTeIbHON YacTu
b. B mepBBIX MyHKTaX pacopsANTENbHON YacTH
C. B KOHCTaTUPYIOLIEH 4acTu
d. B KOHIIE TeKcTa

Bonpoc 37

B kakoii yactu pacnopsauTEIbHOIO TOKYMEHTa yKa3bIBaeTcsi HHGOpMAaLus O TOM, KTO OCYILECTBIISET
KOHTPOJIb €TI0 UCTIOIHEHUS:

BribepuTe oguH OTBET:
a. B IIEPBOM ITYHKTE pacropsIUTEIILHOMN YacTh
b. ohopmisieTcst OTENBHOM CTPOKOH MOCIIE BCEX ITYHKTOB
C. B IIOCJICIIHEM ITyHKTE PacIIOpsANTEIBHON YacTH

d. B KOHCTaTHPYIOLIEH YacTH

Tect 5 2 xypc
Bomnpoc 1
Kakomy MOHSTHIO COOTBETCTBYET CIEAYIOIIAs XapaKTepUCTHKA!

DTO JOKYMEHT, COJICPIKaIIUi MOA3aKOHHOE O(DUITHAIEHOE PEIICHUE, IPUHATOE OPIaHOM HUCIIOJHUTEIBLHON
BJIACTH WIIH JTOJHKHOCTHBIM JIMIIOM B OJTHOCTOPOHHE-BIACTHOM MOPSIKE U C COOIIIO/IEHUEM YCTaHOBICHHON
MPOLIEAYPHI 110 TOMY MJIM HHOMY BOIIPOCY, OTHECEHHOMY K €r0 KOMIIETCHIIUHU, 00JICYCHHOE B
MIPEIyCMOTPEHHYIO 3aKOHOM (POPMY H ITOPOKIAIOIICE FOPHUINYCCKUE TOCIICICTBHSL.

Bribepure o1H OTBET:
a. HOPMBI IIpaBa
b. mpaBoBoii akT
C. HCHOPMaTUBHBII IPaBOBOM aKT

d. HOpMaTHBHBIN PABOBOM aKT

Bompoc 2

Kakxomy mOHSTHIO COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHKA!



DTO TOKYMEHT, CO/IePIKaIIVii TTpaBHiIa MMOBEACHUSA, PACIIPOCTPAHSIONINECS Ha HEOPEACICHHBIN KPYT JIHII,
W3/IaHHbIC Ha OCHOBAHWH U BO HCIIONHEHNE (e/IepabHOTO 3aKOHOIATENILCTBA, 00S3aTeIbHBIC JIISI
HCIIOJIHEHUSI OpTaHaMU FOCY/IapCTBEHHOM BIACTH, MECTHOTO CaMOYIIPaBJICHHUS, UX JOKHOCTHBIMU
JTUIAMH, IOPUIAIECKIMI JUIIaMHU U TPAKIAHAMH.

BribepuTe oauH OTBET:
d. HOpMaTMBHBIA MPaBOBOM aKT
b. HeHOpMAaTHUBHEIH ITPaBOBOI aKT
C. IpaBOBOM aKT

d. HopMBI TipaBa

Bompoc 3
KaxoMy MOHATHIO COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHUKA:

3TO pelIeHus Mo KOHKPETHBIM BOIpocaM, 0OpalieHust K KOHKpeTHbIM JuiaM. OHU He COAepKaT
KaKHX-TH00 OOIIMX NPaBWII TIOBEACHUS U PACCUUTAHBI HA OIHOKpaTHOE puMeHeHne. OHU CBsI3aHHBIE C
peann3anyei IpaBoBbIX HOPM, MX IPUMEHEHUEM, HCTIONTHEHNEM, HCITOIb30BAHUEM.

BribepuTe oguH OTBET:
a. HOpPMaTUBHBII IIPaBOBOM aKT
b. HopMBI TIpaBa
C. IpaBOBOM aKT

d. HeHOpMaTHBHBII TPABOBOI AKT

Bompoc 4

Ha kakue rpymimbl moapasiensoTcs: JOpPMbI MPABOBBIX AKTOB B 3aBUCHMOCTH OT IOPUIUYECKUX CBOHCTB:
Bribepure oMH OTBET:

a. OTKPBITBIE/CEKPETHEIE

b. mepBuuHbBIe/ BTOpUYHBIE

C. opurmansHbie/ Heo(pHUIMaATBHBIE

d. HopMaTHBHbIE/ HECHOPMATHUBHBIC

Bompoc 5
B kakoMm psiiy nepedncieHbl TONbKO EPBUYHBIC TPABOBBIC AKTHI:

Bribepute oquH OTBET:



a. 3aKOH, yKa3, paclopsbKeHHe
b. mpukas, ctanmaprt, npeiickypant
C. pEerJIaMeHT, yKa3aHHe, pyKOBOJICTBO

d. pekOMeHaaIKH, TPOTrpaMMa, PeleHHEe

Bompoc 6

B kxaxom psimy mepednciieHsl TOIbKO BTOPHYHBIE TTPABOBBIC AKTHI:
Bribepute oquH OTBET:

d. IOJIOKCHMS, IpaBUla, HHCTPYKIMH

b. pa3wbsicHeHus1, peleHue, nprukas

C. pacTiopsbKeHUe, YKa3aHue, CTaHAapT

d. mopsIoK, KIaccuprKaTop, MOCTAHOBICHUE

Bonpoc 7

Kakue HOpMaTHBHbIE IPABOBBIC aKThl MOTYT MIPUMEHATHCS 0€3 OPHUIIUATBHOTO OMyOIMKOBAHUS IS
BCEOOIIEr0 CBENECHUS

Bribepure oiiH OTBeT:
a. 3aTparuBarolre 00I3aHHOCTH rPaXJaH
b. 3aTparuBatoiire cB0OOIbI rpaXKiaH
C. aKThI MEKBEJIOMCTBEHHOT'O XapakTepa

d. 3aTparuBarolIne NpaBa rpaxiaH

Bompoc 8
K kaxoii cucteme JOKYMEHTAIIMK OTHOCSITCS TTPUKA3bl U PACTIOPSKECHUS:
Bribepute oguH OTBET:

a. cucTeMa pacropsaIUuTeIbHON JOKYMEHTAIIUU

b. cucTema opraHM3anMOHHO-IPABOBOM JOKYMEHTAIUH

C. cucTeMa JJOKYMEHTOB JIMYHOTO MTPOUCX 0K ICHUS

d. cucrema nHMOPMAIIOHHO-CITPABOYHOM JIOKYMEHTALIUH



Bompoc 9
KakoMy MOHATHIO COOTBETCTBYET CIICYIONIAs XapaKTCPUCTHKA:

JoxyMeHTHI, 00Tagaromuye I0pUINIeCKON CIITON, N3aBaeMble PyKOBOJCTBOM OpPTaHU3AIUH H
coJiepKalllue YIPaBICHUYECKUE PEIICHMS], HAIPaBICHHbIC HA BBITTOJTHEHUE TEKYIIUX U MEPCIIEKTUBHBIX
3a/1a4:

Bribepute oauH OTBET:
a. ”HPOPMAITMOHHO-CITPABOYHBIE TOKYMEHTEI
b. opranu3anOHHO-NIPaBOBbIE TOKYMEHTHI
C. JOKYMEHTHI 110 INYHOMY COCTaBy

d. pacriopsauTeNbHBIE TOKYMEHTBI

Bomnpoc 10

Kakwue pacriopsimurensasie gokyMeHTl HE n3naroTcs B cirydasix, Koraa HeoOX0IuMO IPHUHATh
HOPMATHBHBIN WM MHIWBUAAYAIBHBIN aKT IT0 OCHOBHBEIMBOIIPOCAM KOMITETEHITUH OpTaHH3aIHH:

BribepuTe oguH OTBET:
a. YKa3zaHus
b. mpukasst
C. IOCTaHOBJICHUS

d. pemenust

Bomnpoc 11

Kakue pacmopAaAUTCIbHBIC JOKYMCHTBI U3JAI0TCA 110 ONIEPAaTUBHBIM BOIIPOCAM U JI OPpraHU3allun
HCIIOJIHCHUA APYTUX paCIIOPAAUTCIIbHBIX JOKYMCHTORB!

BriGepute OMH OTBET:
a. pacropsHKEHUS
b. pemrenmst
C. IOCTaHOBJICHHS

d. mpukassl

Bompoc 12

Kakas XapaKTCpHUCTHKA HE COOTBCTCTBYCT CUCTCMC paCHOpSII[HTCJ'IBHOﬁ JAOKYMCHTAIUU:



Bribepute oquH OTBET:

a. Ot AOKYMCHTLI COACPKAT IOPUANYCCKU BIIACTHBIC ITPEANTUCAHUA Cy6’BCKTOB HCIIOJIHUTEILHOMN BJIaCTH,
azapecaTtaMi KOTOPBIX ABJIAIOTCSA KOHKPETHBIC OpraHnu3aluu, CTPYKTYPHBIC IOAPa3aCICHNA, JOTPKHOCTHBIC
JMna, pa6OTHI/IKI/I. OTtn npeanucanud ABJIAOTCA IOPUIUICCKUMHU JOKYMCHTAMU, BbI3bIBAOIIIUMHA
BO3HUKHOBCHHEC KOHKPETHLIX aIMUHUCTPATUBHO-IIPABOBBIX OTHOIIICHUH

b. DT TOKYMEHTBI peryIMPYIOT OTHOIICHHUS B HEPAPXUUCCKON CHCTEME YIIPABICHUS «CBEPXY BHU3Y» (OT
BEITIIECTOSAIINX OPTaHOB, OPTaHHM3AINH, TODKHOCTHBIX JIMIT K HIDKECTOSIIINM) H OTPaXKaroT
yIpaBJIeHYECKHEe PEIIeHNs, HAapaBJIeHHbIe Ha JOCTIDKEHHUE [eTIel U 3a71ad OpraHn3alliu

C. OTH IOKYMEHTHI CO3JIal0T OPraHU3alMI0, YCTAHABINBAIOT €€ CTPYKTYPY, ONPEACISIFOT IITATHYIO
YHUCIEHHOCTh M COCTaB PAOOTHHUKOB TI0 IOJDKHOCTSIM, ONPEACIIOT (YHKLIUH CTPYKTYPHBIX
NoJpa3aeNieHuH, COBELATENbHBIX, KOJJIETHAJIbHBIX OPraHOB, YCTAHABIUBAIOT PEXHUM PaOOTHI,
OCYILLECTBIISIIOT OPraHU3alMIo TPYyIa U pacupeaeieHue 00s13aHHOCTeH MKy paOOTHUKAMHU, OIIPEICIISIOT
MOPSAZIOK peopraHu3allui 1 JUKBUAALNN OPTaHNU3aluu

d. DTH JOKyMEHTBI U3/IAFOTCSl HA OCHOBE HJIM BO HCIIOJIHEHHE 3aKOHOB, TIOCTAHOBIICHUIN U PACTIOPSDKCHUI
[IpaBuTenscTBa PO, BRIIECTOSIIUX OPTAaHOB BIACTH U YIIPABICHHS. DTH aKThI U3IAOTCS TAKXKE 110
WHULMATUBE PYKOBOJUTENEH B MPEAENax UX MOJTHOMOUYUNA U KOMIIETEHUUHU JJI OCYIIECTBICHUS LENel U
3a/1a4 OpraHu3aIuu

Bompoc 13
KakoBa nepapxudeckasi cuctreMa pacropsAuTENIbHBIX JOKYMEHTOB O cdepe JeHCTBHs (CBepXy BHU3):

1) mpaBoBBIE aKThI, ACHCTBYIOIINE B paMKax OTJCIbHON OpraHU3alUH, YIPEKICHNUS, IPEAIPUITHS,
(hup™msI;

2) mpaBOBBIE aKThI, JCHCTBYIOINE B MIpeJiesiaX 0TPpaciu (M3JaI0TCs OTPACIEBBIMU OpranaMu (eaepanbHON
WCIIOJTHUTENHHON BIAaCTH);

3) mpaBOBEIE aKTHI, ACHCTBYIONINE HAa ypoBHE CyOBekTOB PD — Kpaes, obmacteii, ropo1oB
pecmyonukanckoro 3HadeHus MockBsl u CaHkT-IleTepOypra, aBTOHOMHBIX 00J1acTeil M OKPYTOB, a TAKXKE
UX TEPPUTOPHATIBHBIX 00pa30BaHUIA;

4) mpaBOBBIE aKTHI, IEHCTBYIOIINE HA (efepabHON YpOBHE, — aKThl, n31aBaeMble [Ipesunentom PO,
IIpaBurenscTBOM P®, OpranaMu HCIIOJIHUTEIBHOM BIIACTH.

Bribepure oguH OTBET:
a.4231
b.1,3,2,4
c.1234

d. 4,321

Bompoc 14



Ha kaxue rpymimsl IeNATcsl pacopsiIuTeNbHBIC JOKYMEHTBI C TOUKH 3PEHUS IPUHATHS PelIeHui (TIopsika
pasperieHust BOIPOCOR):

Bribepute oquH OTBET:
a. co3/1aBaeMbIe B YCIOBHUX KOJUIETHAIBHOCTH/ CO3/1aBaeMble HA OCHOBE €MHOHAYATIHS
b. HopMaTHBHBIE/ HEHOPMATHBHBIE
C. IEpBUYHbIC/ BTOPHYHBIC
d. BO MCTIOJTHEHNE/ HHUITHATHBHBIC
Bompoc 15

Kakwue pactiopaaguTEIbHBIE JOKYMEHTBI OTHOCATCA K IOKYMEHTAaM, CO34aBaA€MbIM B YCIIOBUAX
KOJIJICTUAJIbHOCTH:

Bribepute ouH OTBET:
a. peImeHus
b. ykazanust
C. mpuKa3bl

d. pacriopspkeHuUs

Bomnpoc 16

Kakue pacrnopAanTEIIbHBIC TOKYMCHTDI HE otHOCSATCS K JOKYMCHTaM, U31aBa€MbIM Ha OCHOBE
CAWMHOHAYaIuA:

Bribepute oiMH OTBET:
a. TIPHUKa3bl
b. pacniopsokenwust
C. MOCTAQHOBJICHUS

d. ykazanus

Bompoc 17

Kakue opransl (Opranu3ainm) IeHCTBYIOT Ha IPUHIIMIAX ¢TUHOHAYAIINS:
Bribepure oMH OTBET:

a. TOCy1apCTBEHHBIE BY3bI

b. akumonepHbie obIIEeCTBa

C. [IpaBurensctBO PO



d. opraHbl HCIIOTHUTEIILHOM BIACTH

Bompoc 18
Kakwe opransl (opranusanum) JeiCTBYIOT Ha YCIOBUSIX KOJUICTHATBHOCTH:
BribepuTe oauH OTBET:

a. penepanbHbIe MUHHCTEPCTBA

b. BeICIIIE OpraHbl ypaBiIeH s KOMMEPYECKHX OPraHU3aIMii Pa3InYHbIX OPraHU3aIMOHHO-TTPABOBBIX
hopm

C. agMUHHUCTpauu Cy0OreKToB PD 1 Mpyrux TeppuTOpHAIEHBIX 00pa30BaHU

d. opraHbl HCIIOJIHUTEIILHOM BIIACTH OPraHU3alnil yUpeKACHHM, TPEANPUATHI, HUPM

Bomnpoc 19
Kaxkue pacnopsautensubie nokyMeHThl npoxoast MHBIE ctaauu nponenypsl n3aaHus:

1) u3ydeHue cyiecTBa yrnpaBieHISCKOTO BOIPOCa, HHUIIMUPOBAHUE PEIICHHS — 000OCHOBAHUE
HEeoOXoauMOCTH u3ganus PJI;

2) cOop u aHaM3 HHGOPMAIIHH IO BOIIPOCY;
3) MOArOTOBKA MPOEKTA PaCIIOPATUTENLHOTO JOKYMEHTA,

4) cornacoBaHue WM 00CYXK/JCHHE Ha 3aCeaHUU KOJUIETHAIFHOTO OpraHa MpoeKTa PaclopsAuTeIbHOrO
JIOKyMEHTa;

5) BHecenue nmpoekTa PJl Ha paccMoTpeHue pyKOBOJICTBA;
6) IpUHSATHE PEIICHUS — MO/IITUCAHNEe JOKYMEHTA,
7) peructparysi TOKyMeHTa,
8) moBezeHNE PACTIOPAIUTEIHHOTO JOKYMEHTA JI0 UCTIOTHUTEEH.
Bribepure ouH OTBET:
a. IpUKa3bl
b. pacniopsixenus
C. pemeHus

d. ykazanus

Bompoc 20

W3 xakux gacTeil COCTOUT TEKCT PACTIOPSIIUTETFHOTO JOKYMEHTA:



Bribepute oquH OTBET:
a. aHAJIMTUYECKas YacTh/ 0000IIAIOas YacTh
b. paspsacHuTENBHAS YACTH/ QUPEKTUBHAS YACTh
C. KOHCTaTHPYIONIAst YaCTh/ PACIOPSAUTENbHAS YaCTh

d. BBOOHAasA 4aCTh/ OCHOBHAS 4acTh/ 3aKIIOUHUTEILHAS YaCTh

Bompoc 21

Ha kakune rpynmsl JessTesl MpUKassl 110 XapakTepy OCHOBAHUS ISl H3MAHU:

BribepuTe oiuH OTBET:
a. HOpMaTUBHBIE/ HEHOPMATHUBHEIE
b. coznaBaemble B yCIOBUSIX KOJUIETHAIBHOCTH/ CO3/IaBaeMbIe HA OCHOBE €JMHOHAYAIIHSI
C. IEpBUYHbIE/ BTOPHYHEIE

d. Bo ucnonHeHue/ MHULIMATUBHEIE

Bomnpoc 22
Kakue npuka3zbl Ha3bpIBAIOTCS UHHIIUATHBHBIMU:
Bribepute oiMH OTBET:

a. U3JaBaE€MbI€ B CBA3H C OCYLIECTBICHUEM UHULMATHUB [10 OPraHU3allMK UCIIOJIHEHUS [IPABOBBIX aKTOB,
IIPUHATBIX PABHOIIPABHBIMU JI€JIOBBIMH IAPTHEPAMH OpPTraHU3aLUU

b. n31aBacMBbIC B CBA3HU C H606XOI[I/IMOCTLIO OCYHICCTBIICHUA COOCTBEHHOMU JACATCIIBHOCTHU B COOTBCTCTBUHU
C HaACJICHHBIMHA q)YHKHI/IHMI/I " 3aja4yaMu

C. U3JaBacMbI€ 10 MHUIITHUATUBE MMOAUYNHECHHbBIX

d. HU31aBaCMbIC C LICIIbIO OpTraHnU3allui UCTIOJIHCHUA IIPUHATBHIX 3aKOHOAATCIIbHBIX,
HOPMATHBHO-IIPABOBBIX AKTOB Y MHBIX HOpy‘IeHI/Iﬁ BBIIICCTOANIUX OPraHOB

Bompoc 23

Kaknmu ciioBamm OOJIKEH HAYMHATBCA TEKCT IPUKa3a, €CJIU €ro n3JlaHnue BbI3BAHO HeO6XO}II/IMOCTBIO
HCIIOJIHCHUS HNPUHATBIX 3aKOHOAATCIIbHBIX, HOPMATUBHO-TIPABOBBIX aKTOB U MHBIX HOpyLICHI/Iﬁ
BBIIICCTOAIINX OPraHOB:

Bribepute oguH OTBET:
a. «B mensax...»

b. «B cooTBercTBUH C...»



c. «Hcxoms u3...»

d. «BcBszuc...»

Bompoc 24

Kakumu c10BaMu IOJKEH HAYMHATHCS TEKCT MPUKa3a, €CIIU €0 U3JIaHUE BRI3BAHO HEOOXOIUMOCTRIO
OCYIIECTBIICHHSI COOCTBEHHOH JEATEIHHOCTH 10 HHUITMATHBE OPTaHU3AIHH:

Bribepute oquH OTBET:
a. «Bcasuc...»
b. «Ha ocHoBanuu...»
C. «Bo ucnoiaHeHHe...»

d. «B cooTBeTCTBUH C....»

Bomnpoc 25

Kakue pacniopsauTenbHble TOKYMEHTBI MOXKET U3aBaTh B IIpefesax CBOei KOMIETEHINH PYKOBOIUTEb
OpraHU3alMU, JEHUCTBYIOIIEH Ha OCHOBE KOJUIETHAaIbHOCTHU:

BriGepute 0MH OTBET:
a. pelecHuA
b. mpukasst
C. IOCTaHOBJICHHS

d. pacriopspkeHuUs

Bomnpoc 26

Kaxue pacniopsiaurenssbie nokyMeHTsl HE MOryT n3naBaTh B peenax cBOed KOMIETEHIMU
PYKOBOJIWTENN OPraHU3aLuil, IEHCTBYIOIUX HA OCHOBE €IMHOHAYAJIM:

Beibepute o1MH OTBET:
a. yKazaHus
b. pacniopsxenust
C. IpUKa3bl

d. perenust

Bompoc 27



Kaxue nokymentst HE MoryT moamnuceiBaTh B peesax cBoeii KOMIETEHIIMH PYKOBOIUTENN CTPYKTYPHBIX
Mojpa3/IeJICHUM:

Bribepute oquH OTBET:
a. yKazaHus
b. mpukasb
C. pactopsKEHHUS

d. IpoTOKOJIEI

Bomnpoc 28
C KaKoro MOMeHTa PacHOPSAUTEIBHBINA TOKYMEHT IPHOOpeTaeT cTaryc OQUIMAIBLHO H3TaHHOTO:
Bribepute ouH OTBET:

d. IocJIe NoANMMCaHuA

b. mocie matupoBaHus

C. TIOCJIe PETUCTPALUH

d. mocie cornacosanus

Bomnpoc 29

B kakoMm pacnopsauTensHOM TOKYMEHTE KOMMEPUYECKOW OpraHU3aliy UCIIONIb3yeTcst hopMa U3N0KESHHUS
TEKCTa OT IEPBOTO JIMLA €ANHCTBEHHOI'O YUCIIa!

BeibepuTe o1MH OTBET:
a. B pelICHUN
b. B pacniopsoxkeHnn
C. B IOCTQHOBJICHHHU

d. B coBMeCTHOM TIpHKa3e

Bomnpoc 30

B kakom pacnopAaauTCIIbHOM JOKYMCHTC UCIIOJIb3YyCTCA (bopMa H3JIOKCHUSA TCKCTAa OT IEPBOIo JIULa
MHOX>XCECTBCHHOI'O YHCJIa:

Bribepure oguH OTBET:
a. B IIOCTaHOBJICHUU

b. B ykazauun



C. B pEeIICHUHU

d. B cOBMECTHOM TIpHKa3e

Bompoc 31

®opma KaKoro riarojia He JOJKHA OTACISITHBBOAHYIO YACTh PACTIOPSAUTEIBHBIX JOKYMEHTOB OT
pacnopsauTeIbHOM:

Bribepute oauH OTBET:
a. [IPUKA3BIBAEM
b. [TIPEJJIATAIO
c. PEIIIAIO

d. TIOCTAHOBJISET

Bonpoc 32

Kaxoii rnarosn He npuemieM B (POpMyJIHPOBKE BIACTHOTO PELIEHHs OpraHa yIpaBiIeHUs, U3/1aI0IIEero
pacropsAUTENbHBINA JOKYMEHT:

Bribepute oiMH OTBET:
a. KYyCHIIUTB»
b. «3auncnuTb)
C. «IIOATOTOBUTH)

d. «paspaboTats

Bompoc 33

Kaxoii rmaron npenmoutuTeneH B pOPMYIHPOBKE BIACTHOTO PEIISHHS OpraHa yIpaBiIeHHs, U3JAf0IIero
paciopsIIUTENbHBIN JOKYMEHT:

BeibepuTte oiMH OTBET:
a. OPTaHU30BaTH»
b. «ripuHsITHE MEpBI»
C. «IIOJHSATHY

d. «aKTHBM3MPOBATH



Bompoc 34

Kakoii riaron npeanoyTuresacH B GOpMyJIMPOBKE BIACTHOTO PEIICHUS OPraHa YIIPaBJICHUS, H3/IAI0IIETO
pacTopsIINTENbHBIA JOKYMEHT:

BeibepuTe oiMH OTBET:
a. TIOBBICUTHY
b. «yny4mmTe»
C. «PacCMOTPEThH»

d. «obecnieunTn»

Bompoc 35

Kakoii rnaron npeanouTtutesieH B GOpMYITHPOBKE BIACTHOTO PEILICHUsI OpraHa yIpaBleHHsI, H3IAI0IIEro
pacropsAUTENbHBINA JOKYMEHT:

BribepuTe oquH OTBET:
a. KYyCHIIUTB»
b. «opHHATE MepBD»
C. «BO3JIOKUTbY

d. «IIOBBICUTBY»

Bomnpoc 36

B kakoii yactu pacmopAaAuTCIbHOTO JOKYMCHTA HGOGXOI[I/IMO nomMeniaThb nNepeuYCHb JOKYMCHTOB,
YTPAaTHUBIINX CUJTY WJIH MOMJICIKAIIUX USMCHCHHUIO B CBA3U C U3JAHUCM NJAHHOI'O aKTa:

BriGepute 0MH OTBET:
a. B TI0OOOM TIYHKTE PacopsIUTeNHON YacTH
b. B mepBBIX MyHKTax pacropsANTENLHON YaCTH
C. B KOHCTaTUPYIOIIIEH YacTu
d. B xoHIIE TeKkCcTa

Bompoc 37

B kakoit gvactu PacrnopAauTEIIbHOTO JOKYMEHTA YKA3bIBaACTCA I/IH(i)OpMaIII/ISI O TOM, KTO OCYyHIECTBJIACT
KOHTPOJIb €TI0 UCIIOJIHCHUSA:

Bribepure o1H OTBET:

d. B IICPBOM ITYHKTE paCHOpHI{HTeJ’IBHOﬁ qacTu



b. odopmisieTcs oTEaBHOM CTPOKOIA IMOCTIE BCEX IIYHKTOB
C. B IOCIIEAHEM MMYHKTE PacHoOpAIUTEIHLHON YacTH

d. B KOHCTaTUPYIOIIEH YacTh

[Tpaktuueckoe 3ampanue 6 (3 cem)

1. Ucnionb3yst MmaTepuan Tembl 6 HacToAIIero yaeOHOro Kypea, 3amonnure Tabnuny «Knaccnpukanmm
MIHCEM»:

2. Bet kommepueckuii gupextop OO0 «AOCOIOTY» MO MPOIAKEe KOCMETHUECKON U ap(roMepHOn
MpoAyKIHU. Bam HE0O6X0IMMO TTPOBECTH peKIaMHYI0 KammnaHuio. OhopMuTe COOTBETCTBYIOIIEE ITHCEMO

JUIS IEJIOBBIX IIAPTHEPOB.

Ne
KrnaccudukanmoHHbIl TpU3HAK PaznoBuanOCTH NICcEM
/T

3. BBl coTpynHUK, HAXOIAIIMIICS B KOMaHAUPOBKe. BaM CpovYHO HYXHBI ()MHAHCOBBIC JOKYMEHTHI Ballei
(bUpMBI 7151 3aKITIOYEHUS] KOHTPaKTa ¢ MeTepOyprekoil kommnanueit «Hesay, 1 BB IpOCcUTE 3aM. TUPEKTOPA
BBICJIATh BaM 3TH AOKyMEHTHI. O(OpMHUTE COOTBETCTBYIOLINH JOKYMEHT.

Tect Kk pazaeny 2 (2 Kypc)

Bompoc 1
Kakoe cBOICTBO /1€710BOI MEPENUCKH OTIUYAET €€ OT APYTUX CUCTEM U MOJICUCTEM JOKYMEHTAIINU:
Bribepure oauH OTBET:

a. obecrieunBaeT MHPOPMALMOHHBIN OOMEH ¢ IPUMEHEHHEM CPE/ICTB CBSI3H

b. cimysxut s nepenaun nHGOpPMAIHH

C. SIBJIIETCSI HHCTPYMEHTOM MH(OPMAIIMOHHOTO 00OMEHA Ha Pa3IMYHbIX CTaIUAX BHIPAOOTKH, IPUHATHUS U

BBITNIOJTHCHUA YIIPABJICHUYCCKUX peH_IeHI/If/i

d. CIyKUT 17151 3aKperuIeHnsT HHPOpMAIuu

Bompoc 2

Kaxne moxymentst HEJIb3S oTHecTH K 1e710BOM TIEpETHCKE:



Bribepute oquH OTBET:
a. QJIEKTPOHHOE MTUCHMO
b. cimy:xeOHas 3anucka
C. TemehoHOTpaMMa

d. cmy»xebHOe THCHEMO

Bompoc 3
Ha kakne pa3HOBHIHOCTH JENUTCS JICJIOBas MIEPEIHCKA IT0 MECTY HAXOK/ICHHS apecaTa:
BribepuTe oiuH OTBET:

a. BXOIAIIast/UCXOAAIIAs

b. BHyTpeHHss1/MEK TyHAPOIHAS

C. coaeprkaiias HeoOXO MBI CBeICHUs 00 aBTOpe/aHOHUMHAs

d. odpurmansHas/ muYHAS

Bomnpoc 4

Kaxoro Buja nemnoBoii mepenucKy Mo MmojaoKeHn o B uepapxuu ynpasienus HE cymectByerT:
Bribepute oiMH OTBET:

a. IepenucKa ¢ pyKOBOJICTBOM U COTPYJTHUKAMHU OpraHU3al[uu

b. mepenucka co CTOPOHHUMH OpraHU3AUAMA

C. IIEPENHCKA C BBILIECTOSIUMHU OpraHU3alUsIMU

d. mepenmcka ¢ 1MOBEIOMCTBEHHBIMH OPTaHU3AIIHSIMHA

Bompoc 5

Kakoii knnaccuukalMoOHHbINH TPU3HAK MOJIOKEH B OCHOBY JICTICHHS JISTIOBO MEPENUCKH Ha 0QUITHATTBHYIO
U JINYHYIO:

Bribepure o1H OTBET:
a. 10 Ha3HAYEHHIO
b. mo mecTy HaxoxIeHus agpeca
C. 0 TIOJIOYKEHUIO B UEPAPXHUH YIIPABIICHUS

d. 1Mo MOJIOKEHHUIO B CHCTEME IOKYMEHTO000pOoTa



Bompoc 6

Kakas nepenvcka OTHOCUTCS K TUYHOM:
Bribepute oquH OTBET:
a. mepenucka Mex 1y GU3NIeCKUMHU U JTIOJDKHOCTHBIMU JIUIIAMU
b. mepenucka Mex 1y KOHKPETHBIMUA PAOOTHUKAMHU BHYTPH OpTraHU3aIMN
C. TIepenrcKa MeX 1y OAHUM JOJKHOCTHBIM JIUIIOM U IPYTHM JOJKHOCTHBIM JTUIIOM
d. mepenucka Mex1y GU3NUCCKUMU JHIIAMU BHE c(hephl X CITy:KeOHBIX (OQUIMATBLHBIX) OTHOIICHHN

Bonpoc 7

Kako#t ximaccuukannoHHbIN MPU3HAK MOJI0KEH B OCHOBY JIEICHUS ASITOBON MEPEMICKH Ha MEPETICKY
MOBONPOCAM MaTepUATbHO-TEXHUIECKOTo o0ecredeHus], GUHAHCOB, CTPOUTENLCTBA, TPAHCTIOPTA,
KyJITYpHOTO OOMEHa U T.A.:

Bribepute ouH OTBET:
a. TI0 Ha3HAYCHUIO
b. O MOJIOKEHUIO B HEpapXHH YIPABICHUSI

C. 110 OTHOIICHHIO K ONPEJCIICHHBIM CepaM JeATeIbHOCTH, BOIPOCAaM, CHCTEMaM YIIPaBJIeHUYCCKON
JIOKyMeHTaIuH (110 TeMaTHKe)

d. 110 MOJIOKEHUIO B CHCTEME ,I[OKYMCHTOO60pOTa

Bompoc 8

Ha kakue pa3HOBHIHOCTH JCNATCS JAETOBBIE MIChMa IO KOMITO3HIIUH:
Bribepute oiMH OTBET:

a. MHUIIMATHBHBIC U OTBETHBIE

b. TumoBbIie U B IPON3BOJIBHON (opme

C. IPOCTHIE U CIIOXKHBIE

d. BXOZSIIME U UCXOJIAIINES

Bompoc 9

Kakune nmucema noanuceIBaroTCs ABYM: JIMAMHU — PYKOBOIUTEIEM OpraHU3aliui 1 I''TaBHBIM 6YXI‘EUITepOM:

Bribepute oquH OTBET:



a. TapaHTUITHBIE TUCHMA

b. conmpoBoauTeNBHBIC MTHCHMA
C. MACHMAa-3aIPOCHI

d. pexiaMHBIe ICHEMA

Bormpoc 10

KaKOMy TIOHATHIO COOTBETCTBYET CIICAYIOIIAaA XapaKTCPpHUCTUKA: «3T10 TIOCIICAOBATCIBHOCTD JIOTUYCCKHU
B3aHMMOCBSI3aHHBIX CMBICJIOBBIX YacTeH nrcbMa, 06’[)6HI/IH6HHBIX CANHCTBOM TCMBbI»:

BribepuTe oquH OTBET:
a. KOMITIO3UIIHS TEKCTA IHChMa
b. BHYTpeHHss CTPYKTypa miuchMa
C. GJlaHK MmHChMa
d. THoBo# GopMyIIsp nHucbMa

Bomnpoc 11

Kakum 1okyMeHTOM Heo0X0auMo 0(hOpMHUTh BO M30ekKaHNE HApyIIEHUS HOpM TpymIoBOro Kojaekca
MUCbMEHHOE HAIIOMHUHAHUE O HEOOXOAMMOCTH SIBUTHCS JJIs TIOJYUYCHHS TPYAOBOM KHIDKKH YBOJICHHOMY
paboOTHHKY, HE TOYIUBIIEMY €e:

BriGepute OMH OTBET:
a. 3aKa3HOE MUChbMO
b. bakcorpamma
€. SMS-coo6mienune
d. anexTpoHHOE COOOIIEHHE

Bompoc 12

Kaxum BUJOM OJOKYMCHTA Bu HaIllpaBUTC B IMMOABCIOMCTBCHHBIC Opra"HU3allUU CPOYHYIO I/IHq)OpMaL[I/IIO (o}
MOJIYYCHHOM LITOPMOBOM MPEAYIT "PECIKIACHUN:

Beibepute o1MH OTBET:
a. 1eJI0BOE MTHCHMO, OTIIPABICHHOE MO (hakcy
b. Trenerpamma

C. DJICKTPOHHOEC MMMCHMO



d. renedororpamma

Bompoc 13

IMoamucars TeneGoHOrpaMMy, MOATOTOBICHHYIO JJIst OTIIPABKU KOPPECTIOHIEHTAM, HMEET MPaBO:
BoiGepuTe OMH OTBET:

a. 3aMECTHTEIb PYKOBOIUTEIIS OpraHU3auu

b. paboTHuK TIOApa3AeaeHMs

C. PYKOBOJMTE/b OPIraHU3AIMHU UK YIOJIHOMOYEHHOE UM JIHIIO

d. pyKOBOAUTEIH CTPYKTYPHOTO MO Ipa3IeIeHHs

Bomnpoc 14

[ToamuchIBaTh MUCEMO Ha OJaHKE CTPYKTYPHOTO MOAPA3/ICICHUS HUMEET MPaBO:
BribepuTe oiuH OTBET:

a. 3aMeCTHTEJIb PYKOBOIUTEIISI OpPraHUu3aiuu

b. paGOTHHK CTPYKTYPHOTO MOAPA3ACICHHUs, TOATOTOBUBIIHIA JOKYMEHT

C. PyKOBOJIMTEITb MOJIpa3/IeICHHs

d. pyKOBOANTENH OpPraHU3aIHH

Bompoc 15

[Tpu xakoM criocoOe JOCTaBKH €T0 ajpecary MUCHMO OYAeT UMETh FOPU-THUECKYIO CHITY, €CIIH TUCHMO
COJICPIKUT 0053aTENbCTBO OIUIATUTH OKAa3aHHBIE YCITy TH:

Bribepute oiMH OTBET:
a. MOYTOBAs! CBS3b
b. renedonnas cBs3b
C. DJICKTPOHHAS 110YTa
d. pakcuMuIbHAS CBS3H

Bompoc 16

[Tpu oTnpaBke Kakol pa3HOBUIHOCTU ITHChMa MOKHO OTPaHUYUTHCS (PaKCUMUIILHON CBSI3bIO HITH
3NIEKTPOHHOM 1MOUYTON 0€3 TOCHUTKH KOPPECTIOHICHTY MO TMHHHKA:



Bribepute oquH OTBET:
a. MUChMa-3ampoca
b. pexmamuoro nmucema
C. MIChMa-3aKa3a
d. mrchMa-HATIOMHUHAHUS

Bormpoc 17

Ykaxure, Kakue 1IeJI1 He MOTYT ObITh PEAIN30BaHbI IIPY IO "MOLIH JEJIOBBIX ITHCEM:
BribepuTe oiuH OTBET:

a. oTIpaBKa aJpecaTry JOKYMEHTOB

b. urdopMupoBaHIe KOPPECTIOHICHTA

C. BEIHECEHHE B3bICKaHUsI PA0OTHUKY OpraHU3aluu

d. 0TKa3 B YJOBICTBOPCHUH MIPETCH3UH

Bomnpoc 18

Ecnu nuceMo IMMOATOTOBJICHO BEAYIIUM CIICHUAJIMCTOM OTAC/Ia TEXHUYICCKOMU MMOJACPIKKU OpraHu3alunu,
3aBU3HUPOBAHO PYKOBOAUTECICM OTACIA U TIOATIMCAHO PYKOBOAUTECIIEM OpraHu3alinuu, KOTro CICAYCT YKa3aThb
B KQ4C€CTBEC UCIIOJIHUTCIIA B COOTBCTCTBy}OHIeﬁ OTMECTKCE:

BeiOepuTe OIMH OTBET:
a. PyKOBOJIMTENISI OPraHU3aIiK
b. pykoBomuTens otaena
C. BEyIIEro CIEHATNCTA
d. cexperapst pyKOBOIHTEIS

Bormpoc 19

Kak JAOJDKCH MMOCTYNHUTH UCIIOJTHUTCIIb, HO,I[FOTOBI/IBIHI/If/i ACJI0TBOC MMCbMO, €CJIM PYKOBOJUTCIIb OTACIA
IJIAaHUPOBAHUA, BU3a KOTOPOTO HGO6XOJII/IMa, HaXoAWUTCA B KOMaHANPOBKE:

Bribepure oMH OTBET:
a. mepeAaTh MUChMO Ha MOANKCH PyKOBOJIUTENIO O€3 BU3bI
b. 3aBH3MpPOBATH MUCBEMO Y 3aMECTUTEINSI PYKOBOJMTEIS OT/ea ITaHUPOBAHHS

C. 3aBU3UPOBATH IUCBMO CaMOMY



d. KOATh BO3BpAICHUA PYKOBOJUTEIIA OTACTIA IINTAHUPOBAHUA N3 KOMAaHAUPOBKHA

Bormpoc 20

Kaxoif pa3HOBHIHOCTHIO AETOBOTO MTUChMa ITOYTOBOE OTACIIEHHE COOOIINT TPaKJAHIHY, YTO Ha €T0 UMS
MOJIYYEHO [[EHHOE MUChMO, U IPUTIACUT MOIYYUTH €T0:

Bribepute oquH OTBET:
a. MUChMO-U3BEIICHUE
b. nucemo-npurnamnienme
C. MACHEMO-TIPOCKOa
d. muceMo-coobIIeHIE

Bomnpoc 21

K kaxoii pa3sHOBUIHOCTH MHACEM OTHOCHUTCS MIICHMO CIIEAYIOIIETO CONEPIKaHus:

Coo0riaemM, 9To opraHu3aIlys BCTpeUr aMepUKaHCKOH Jeneranun oT Komnaauu ""Peiimysit XepuTamx
Heryspk" nopydyeHa 1upeKkTopy My3bl"KaJIbHOIO YUMIMILA JyXOBBIX HHCTpYMeHTOB I1.J]. PomaHOBY:

BeiOepuTe OIMH OTBET:
a. MMCbMO-0TKa3
b. urpopmanmonHOE TIHCHEMO
C. IIUCHMO-TIPE LY IPEIK ICHUE
d. muCcBEMO-COOOIIEH E

Bomnpoc 22

YeMm nuceMo-nipeioxkenue (odepra) OTaMyaeTcss OT peK JIaMHOTO IHChMa:
Bribepure ouH OTBET:
a. HaTpaBJISETCS MPOJIABIIOM ITOTSHITUALHBIM MTOKYIATENSIM C MPEUIOKEHIEM TOBAPOB MIIH YCITYT
b. He cBs3BIBaeT MpoAaBIA 005A3aTEILCTBOM POJATH TOBAP
C. CTUMYJIUPYET UHTEPEC K TOBApY U JKeJIaHHE ero mpruodpecTu
d. colep)KUT HaMepeHHE 3aKIFOUUTh CICIKY C YKa3aHHEM €€ KOHKPETHBIX YCIOBUI

Bompoc 23



K kakoit Pa3HOBUIHOCTHU ITMUCEM OTHOCATCA IMMHUCbMaA, C IIOMOIIBIO KOTOPBIX IIPOCAT BBIC/IATH O(l)I/II_II/IaHLHBIC
CBCIACHUS NIU JOKYMCHTBI:

Bribepute oquH OTBET:
a. MUChMO-U3BEIIICHUE
b. nucemo-3aka3
C. MUCHMO-3aITPOC
d. muceMo-Tipock6a

Bompoc 24

Kaxoil pa3HOBHIHOCTH NKCbMa COOTBETCTBYET CIAEAYIOIIUNA TEKCT:

B cBsi3u ¢ npornenypoit 6ankporcTa npeanpusatas OAO "MocKkoBC KUl KOHIUTEP" MPOCUM
MIPEIOCTaBUTh JTaHHBIE O pa3Mepe JOJIH FOCy JIapCTBa B YCTABHOM KalHTajle Ha3BAHHOTO TPEATPUSITHSL.

BribepuTe oquH OTBET:
a. THCHMO-TIPE/ITIOKEHHE
b. muceMo-3ampoc
C. MICHEMO-TIPOCK0a
d. muceMo-coobIIeHNE

Bompoc 25

Onpez[eJmTe Pa3HOBUAHOCTD IMUCbMa, TCKCT KOTOPOI'O IIPUBEACH HUKC!:

IIpocum Bac paccMoTpeTs BO3MOXHOCTh TOCTABKU MAPTHUH KOMITJIEK ~TYIOIINX JUIS EPCOHATBHBIX
KOMITBIOTEPOB B NIepBoii Aekaze ssHBaps 2013 r. ¥ IpH MOJIOKUTEIBHOM PELICHUH HAIIPaBUTh HaM oQepTy.

Bribepute oiMH OTBET:
a. IMChMO-HATIOMUHAHUE
b. mucemo-3anpoc
C. IHCHMO-TIPE/ITIOKEHHE
d. mrceMo-TipockOa

Bormpoc 26

YkaxuTe, Kakoe MICbMO CIIEAYET HAIIPaBUTh OPTaHU3AlUU -KOHTPAreHTy 0 JOTOBOPY, €CIIH 3Ta
OpraHM3aIys He OIIAYMBACT BBl MTOJHEHHBIC BAMH PaOOTHI:



Bribepute oquH OTBET:
a. MUCbMO-COOOIIICHIE
b. mucemMo-TpeGoBanue
C. IMCHMO-HAIOMUHAHHUE
d. muceMo-TIpeTeH3us

Bomnpoc 27

VKaxure, KaKoe MUCbMO CIEIYET HAPABUTh OPraHU3aLUA-KOHTPAreHTy MO JOrOBOPY, €CIIU MOJyYeHa
MapTHs TOBapa B HEHAAJIE JKalled YIaKOBKE, YTO CKa3aJI0Ch Ha KAYECTBE TOBApa U MPUBEIIO K CHU HKEHUIO
LIEHBI [IPU €r0 MPOJAXKE:

Bribepute ouH OTBET:
a. MMCbMO-HAIOMHHAHUE
b. muceMo-3anpoc
C. MUCBMO-TpeOOBaHHE
d. muceMoO-TIpeTeH3Hs

Bomnpoc 28

YKaxche, K Kakoi Pa3HOBUAHOCTHU MMHUCEM OTHOCUTCH NUCbMO CJIICAYIOIIETO COACPKaHUA:

18 ampenst 2013 r. B 11.30 MmecTHOrO BpemMenu JlenapTaMeHT NpupoO—10N0JIb30BAHUSI IPOBOIUT
CEJIEKTOPHOE COBELIAHUE 110 BOIIPOCY O CUTYallUU C JIECHBIMU II0;KapaMu U JIECOHAPYILEHUAMU Ha
tepputopun Poccuiic—koit denepanumn.

Bribepute oiMH OTBET:
a. MICbMO-COOOIIeHNE
b. muceMo-u3BemIeHe
C. IMCHMO-HAIIOMUHAHUE
d. muceMo-TIpHUTIIallIcHUE

Bompoc 29

VkaxxnTe Ha3BaHHUE Pa3HOBUAHOCTH IMHMCbMaA, IIPUBCACHHOI'O HHUXKEC!:

IIpemmaraem cenpab UCTAHACKYIO B O0uKkax B kKoymdecTBe 1200 KT ¢ TOCTaBKOM B TEUCHUE aIlpelisi-uiOHS
2013 r. paBHBIMH NAPTHSIMHU.

Bribepute oquH OTBET:



a. MIChbMO-U3BEIIEHHE

b. nmuceMo-nipemokeHue
C. IUCBMO-COOOIIICHHE

d. muceMo-tipock6a

Bomnpoc 30

K xaxoif pa3HOBHTHOCTH I "CEM OTHOCHTCS MMMCHMO TPaXXIaHWHA, B KOTOPOM OH 00OparaeTcs B
OpTraHM3aIMIO ¢ IPOCHOOI MOATBEP IUTh CTaXX PA0OTHI B 3TOW OPraHU3AIINU:

BribepuTe oquH OTBET:
a. TIMCbMO-3a1POC
b. muceMo-TpeboBanue
C. MUCHMO-TIPOCKOa
d. muceMo-coobIIeHNE

Bomnpoc 31

Opranu3zanysi Moy4usia MUCbMO-TIPOCh0y CIEAYIONIErO COACPIKAHMUS:

IIpocum Bac npenoctaButh MECTO AJISI IPOXOXKIACHHUS PEIIUIIIOM "HOH MPAKTHKU CTyIEHTKe 5 Kypca
ouHOM hopMbl 00yUeHHUs (haKyJIbTeTa MeIarornyeckoro 00pa3oBaHus U CEPBUCHBIX TexHojoruii @IBOY
BIIO «MarsuToropckuii rocy1apCTBEHHbII YHUBEPCUTET», 10 HAIIPABJICHUIO «/|0OKyMEHTOBEIEHUE U
apxuBoBeneHue» MenseneBoit AnHe AHpeeBHe ¢ 01 ¢espans mo 28 mapra 2013 r.

YkaxuTe, KaKol U3 BAPUAHTOB OTBETa OYyJeT OoJiee MPaBUIIbHBIM:
Bribepute oiMH OTBET:

a.
VBaskaeMble KOJIIerH!

HUndopmupyem Bac o ToM, 4TO MBI pajibl IPeAOCTABUTH MECTO ISl HPOXOXKICHUAIIPEIAUIIIOMHOM
npakTtuku Bameii ctyzentke MenBeneBoit AHHe AHpeeBHE B 0003HaueHHbIe Bamu cpoku.

b.

Coo0rmraeM, 4To Hallla OpraHU3aIKs TOTOBA MPEIOCTABUTH MECTO /ISl POXOKIACHUATIPE ITUTIIOMHON
NPaKTUKU CTYJCHTKE 5 Kypca ouHoi (opMbl 00yueHus paKyabTeTa neaarorndeckoro oopasoBaHus u
cepsucHbIX TexHoNoruit ®I'BOY BIIO «MarHuToropckuii rocy1apcTBEHHbBIN YHHBEPCUTETY, O
HanpaBleHHIO «J[oKkyMeHTOBeIeHHEe U apXHuBOBeAcHUE» MenseneBoit Aune AuapeeBHe ¢ 01 gpespans mo
28 mapra 2013 .

C.



Ha Bame nucemo ot ... Ne ... cooO1iaem, 4To FOTOBBI IIPEAOCTABUTH MECTO IS
HPOXOXKICHUSNPETUITIOMHON TIPAKTUKH CTYACHTKE 5 Kypca 04HOil (hopMbl 00ydeHHs paKyIbTeTa
nenarornyeckoro oopazoanus u cepBucHbIX TexHonoruit ®I'BOY BIIO «MarHutoropckuit
TOCYIapCTBEHHBII YHUBEPCUTET), 110 HANIPABJICHUIO «/IOKyMEHTOBEICHUE H aPXUBOBEICHUE
MengeneBoit Aune Auapeesne ¢ 01 ¢gerpans mo 28 mapra 2013 1.

d.

Coo0mraeM, 9TO HaIlla OpPraHu3anus MPEAOCTABUT MECTO IS MTPOXOKICHUS IPAKTHKA JUTSI BaIleh
CTYJEHTKH.

Bompoc 32

Kakoii pa3HOBUIHOCTH MTMCbMa COOTBETCTBYET CIICAYIOIIAs sI3bIKOBast hopMmyina: «Mbl yBepeHsl, uTo Bac
3aMHTEPECYET BBICOKOE KAYECTBO HAILLIEH IIPOLYKIUH. .. »:

Bribepute ouH OTBET:
a. mpoceda
b. pekamMHOe MUCEMO
C. mpurianieHue
d. oepra (mpeamoxeHme)

Bomnpoc 33

Kakoii pa3HOBHTHOCTH MHChMa COOTBETCTBYET clielytomias s3pikoBast popmymna: «IIpocum cooOmuTs naty
npuesaa aeneranuy ot Bameit Gpupmer...»

Bribepute oiMH OTBET:
a. nmpochba
b. mpurmnamnenue
C. HATIOMUHAHKE
d. mrdopMaIMoOHHOE TUCHMO

Bomnpoc 34

Kaxoif pa3HOBHIHOCTH MHCbMa COOTBETCTBYET CieIyrommas s3pikoBasi popmymna: «lIpexcrapmusto Ha
YTBEPKJICHHUE MPOEKT ILJIAHA...»:

Bribepure oguH OTBET:
a. IIpeJCTaBICHUE

b. odepra (mpemnoxenue)



C. mpock0a
d. conpoBOAUTENBEHOE TTHCEMO

Bompoc 35

Kakoli pa3HOBHHOCTH MHUChMa COOTBETCTBYET CIICAYOIIas s3bIkoBas popmyna: «K coxaleHuto, Mbl HE
MOJKEM IPUHATH Baire npeoxkeHue. .. »:

Bribepute oquH OTBET:
a. MMCHMO-TIPUTJIAIIIEHHE
b. miuceMo-oTBET
C. MACHEMO-0TKAa3
d. muCcEMO-U3BHHEHHE

Bormpoc 36

YkaxuTe HanOosee «KeCTKUI» U HEYMECTHBII BapHaHT OTKa3a:

Bribepute oiuH OTBET:
a. B cBa3u c... JenapraMeHT He MOXKET COIIACUTBCS C BALLlUM IIPEJIOKECHUEM
b. IIpuHsTH Ballle MPeUIOKEHHE HE IPEICTABISETCS BO3MOXHBIM B CBSI3H C ...
C. B cBs3u c ... Baie npeioxkeHre HaMi He IPUHUMAETCS
d. B cBsi3u c ... Balle MpeyioKeHHe He MOXKET ObITh TPUHSITO

Bonpoc 37

Kaxkoii BapuaHT IpeI0KeHUsI TOBAPOB U yCIyT 0o0Jiee MpHeMIIeM:
Bribepure ouH OTBET:
a. Hama ¢upma roToBa moctaBUTh BaM KaueCTBEHHYIO M HEIOPOTYIO AJIEKTPOTEXHUYECKYIO MTPOAYKIHIO

b. Hacrostensno PCKOMCHAYEM Bawm Bocmonb3o0BaThCs yciayramm Haiei (1)I/IpMI>I I10 IIOCTaBKE€
KauyeCTBEHHOU U He):[oporoﬁ 3HeKTp0TeXHH‘leCKOﬁ NpoaAyKIHU

c. [Ipennaraem BOCIoONIb30BaThCS yCIIyraMH Hamei (YUpMBI IO IOCTaBKe Ka4eCTBEHHON W HEJOPOToif
3JIEKTPOTEXHUYECKON NPOAYKIIMH

d. [Ipemnaraem Bam Boctionp30BaThCst yCiryraMu Hamiei (PMpMbI 110 TOCTaBKE Ka4eCTBEHHOM M HEI0POTOif
3JIEKTPOTEXHUYECKON MPOAYKIIMH

Bompoc 38



Kakue oOpaiieHus yMECTHO HCIIOIB30BaTh B KOMMEPUECKOM MPEII0KEHUH, PACCHUIAEMOM OOJIBILIOMY
KOJINYECTBY OpraHU3aluil — MIOTEHIMAIbHbIX IIOKYyNAaTeIe TOBapOB MIN YCIYT:

BoiGepuTe OMH OTBET:
a. YBaxxaeMele rocroza!
b. VBaxxaemble Kosern!
C. YBaxkaeMbl€ TOCIIoa IpeIIpHHIMATENH !
d. MHoroyBaxaemble rocroja!

Bonpoc 39

Bri6epute Hauboee yMecTHY0 (QOpPMYJIUPOBKY:
Bribepute oiuH OTBET:
a. M1 pansl npennoxuTh BaMm NpUHATE ydacTHe B CEMUHAPE ...
b. Ipeanarato Bam npuHATH y4acTHe B CEMHUHAPE ...
C. [Ipennaraem Bam npuHATH y4acTue B CEMUHAE ...
d. Pazp! npeasioxxuTh Bam NpUHATH y4acTHe B CEMHHAPE ...

Bonpoc 40

VkaxuTe, Kakasi U3 STUKSTHBIX 3aKTIOYUTENBHBIX (hpa3 OyIeT yMECTHOH B TEKCTE JEIOBOTO MUCHMA:
Bribepure otiH OTBeT:

a. Haneemcst Ha IMTeNBbHOE TUIOI0TBOPHOE COTPYIHHYECTBO

b. Ouensb pazapl okazats Bam ycayry

c. K coxasieHnro, MbI TI03THO MOJTy9IHIIN BaIlle PEUTOKEHUE U HE CMOTIIH UM BOCITIOJIb30BATHCSI

d. K cuacTtbto, Haim onaceHusi 00 OCTAaHOBKE MOCTABOK 00OPYI0BAHUsI HE TTOTBEPANIUCH

Bonpoc 41

OHpe,I[CJ'II/ITC, CKOJIbBKO KOMITO3UIITMOHHBIX qacTel B CJICAYIOIICM IMUCHbME!

IIpu npoxagke KaHAIN3alUU U yCTPOUCTBE KaHAIN3ALMOHHBIX Ka~Mep 10 aapecy: yiu. JloBXKeHKO,
cTpoenue 15 Ha KOIoIbI ObLITH yCTa HOBJICHBI KPBIIIKH, HE COOTBETCTBYIOIIUE pazMepy oOedaek, u,
HECMOTpsl Ha HEOTHOKpATHBIE YCTHBIE ¥ MMCbMEHHBIE OOpaIeH s K Ha4albHU Ky y4acTka Ne 4 ¢
NpOCHOOW YCTPAHHUTh IOMYIIEHHBIE OTCTYIUICHHS OT TEXHMYECKON TOKYMEHTAIMH, MEPHI JI0 CHX TIOp He
MIPUHSTHIL.



B cBs13u ¢ Tem, 9TO mpu Mpoe3ie aBTOMAIITHH IPOUCXOAUT CABUT U IIE"PEBOPAYNBAHNE KPHIIIEK, OTKPBITHIC
KOJIOZIIBI CO3/IAI0T YIPO3y KU3HU MEMIEX0I0B U MOTYT NMIPUBECTH K HECYACTHBIM CITydasiM, Tpebyem
MIPUHITH CPOYHBIE MEPBI IO YCTPAHEHUIO HEMOJAI0K.

B npotuBHOM cily4ae MbI HE HECEM OTBETCTBEHHOCTH 32 BO3MOXHBIC ITOCIICIICTBUSL.
Bribepute oquH OTBET:

a. Be

b. Tpu

C. 4eThIpe

d. omHa

Bomnpoc 42

Kaxkue nrcema sSBISIOTCS MHOTOACTIeKTHBIMHU:
BribepuTe oquH OTBET:

a. MMChMa, aBTOPaMU KOTOPBIX SIBISAIOTCS HECKOJIBKO JIUII, KaXKJ0€ U3 KOTOPBIX BHICKA3bIBAET CBOIO TOUKY
3pEHMS Ha OTPaKEHHBIM B IMCbME BOIPOC

b. kommnekc MMUCEM, ABJIAIOIMIUXCA PE3YJIbTAaTOM IEPCTIMCKU JCJIOBLIX ITAPTHEPOB IO OAHOMY WJIN
HECKOJIbKUM BOIIpOCaM

C. MUChMa, COCTOSIINE U3 TPEX UITH YETHIPEX CMBICIOBBIX YacTel (BCTYIUIEHHE, OCHOBHAS YacTb,
3aKIII0YEHUE, TPEAYNPEKICHUE UIIH 3aKII0UNTENbHbIE STHKETHBIE (POPMYJIBI)

d. MrCbMa, MMOCBAIICHHBIC HCCKOJIBKUM BOIIPOCAM

Bompoc 43

W3 kakux KOMITIO3MIIMOHHBIX qacTell COCTOUT HpHBeHeHHBIfI HMO)KEC TCKCT ITMCbMa:

B agMuHuCTpanuu paiioHa B HACTOsIIEE BPEMs HCIIOJb3yeTcs TpH aBToMoomist 1999 rona Beimycka,
KOTOpbIE HECyT OOJbLINE HATPY3KU U TPEOYIOT 3HAUUTENIbHBIX 3aTPaT Ha TEKYIIUH PEMOHT, a JIBa U3 HUX
HYXX JIalOTCS B KalTUTAJIbHOM PEMOHTE, 3aTPAThl HA KOTOPBIA COMOCTABIUMBI CO CTOMMOCTBIO HOBOTO
aBTOMOOHJIS.

B c¢Bsi3u ¢ TeM, uTO City)keOHBIC 005A3aHHOCTH PAa0OOTHUKOB aIMUHUCT "PAIlUH CBSI3aHbI C MOE3KAMU 110
TEPPUTOPHUH paiioHa, yOSTUTEIHLHO MTPOCUM BBIJCIUTH CPEICTBA HA MPUOOPETEHHUE IBYX HOBBIX
ciyxeOHbIX apToMoOMIIeH ""a3enp" IS HyX/1 aIMUHUCTPALIUH.

BriGepute OMH OTBET:
a. BBEJEHUE, 000CHOBAHUE, 3AKITIOUEHUE
b. BBeneHue, 3aKinoueHue

C. 000oCcHOBaHUE, 3aKJIIOUECHUE



d. BBeienne, 000CHOBAHME, 3aKIIOYECHIE, IPELYIIPEKICHIE

Bompoc 44
U3 xakuX KOMITO3UIIMOHHBIX YacTEH COCTOUT MPUBEIICHHBIH HIDKE TEKCT MUChMA:

B cootBercTBUM ¢ pacniopsbkeHHeM DeepalibHOTO YIPABICHHS IO JIe JIaM O HECOCTOSTEILHOCTH
(6ankpotctse) oT 19 okTsa0pst 2004 1. No 75-P HampasiisieM Bam akThl ¢ KOMITJIEKTaMH JOKYMEHTOB 10
MPEIPUATHSM:

1. BoctpsikoBckuii MsconepepadaThIBalOIINA KOMOWHAT;
2. ®abpuka nerckoit urpymkn Ne 3.
BribepuTe oiuH OTBET:

a. 000CHOBaHUE, 3aKII0YCHUE

b. BBeieHre 060cHOBaHKE

C. BBeJIcHHE, 000CHOBaHUE, 3aKITFOUCHHE

d. BBe/ieHME, 3aKITIOYEHKE

Bormpoc 45
[Mponomxkute BhIcKa3biBaHKe: «KOMITO3UIHS TEKCTa TTHChMA — 3TO ... »:
Bribepute oiMH OTBET:

a. MOCIEA0BATCIBHOCTD JIOTHYCCKU B3aUMOCBS3aHHBIX CMBICIIOBBIX I'Ia,CTeI‘/JI, OG’LG,Z[I/IHGHHBIX CAWHCTBOM
TECMBI

b. BHeIIHIE MPU3HAKH, TTO3BOJISIFOLINE BBIACIUTh TEKCT U3 MAaCChl HHPOPMAIMH, Pa3MEIICHHOH B
JIOKYMEHTE

C. pacCIioJIOKECHME PCKBU3UTOB JICJIOBOI'O IMChMa 1 DJIEMEHTOB TEKCTA HA Omanke

d. MMOCJICAOBATCIILHOCTD PACIIOJIOKCHHUA HpC}_'LJ'IO)KeHI/Iﬁ B TCKCTC JOKYMCHTA

Tecrt Kk Teme 2.3 (2 Kypc)
Bormpoc 1
Kaxkoit Bug nokymenta HE otHOCHTCS K cucTemMe HHPOPMAIMOHHO-CITPAaBOYHON JOKYMEHTAIIUU:

Bribepure oauH OTBET:



a. crpaBKka

b. mpemnoxenue

C. aKT

d. uHCTPYKIIHS
Bompoc 2

Kakoii Bug nokymenra HE otHOCHTCS K crcTeMe HH(POPMAIHOHHO-CIPABOYHON TOKYMEHTAIHH:
Bribepute oquH OTBET:

a. CITUCOK

b. cBozKa

C. 3aKJTIOUYEHHUE

d. aBro6Horpadus

Bompoc 3
Kakott Bug moxymenta HE otHOCcHTCS K cucTeMe HHPOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIIHH:
BribepuTe oguH OTBET:

a. pe3trome

b. nepeuenn

C. 3aKJIIOYEHHUE

d. or3bIB

Bomnpoc 4
Kakoii pazHoBUaHOCTH HH(OpMALIMOHHO-CIpaBOYHOM JokymMeHTaumuu HE cymecTByer:
Bribepure o1H OTBET:

a. 0OBbsICHUTENIbHAS 3aIIHCKa

b. noxiagHas 3amucka

C. pa3bsCHUTENbHAS 3alMCKa

d. mosicHUTENIBPHAA 3aMUCKA

Bompoc 5

Kaxkoit Bug mokyMeHTa OTHOCUTCS K CUCTEME HHPOPMAIIMOHHO-CITPAaBOYHON JOKYMEHTAIIUH:



Bribepute oquH OTBET:
a. TOJIOKCHUS
b. uaCTpYKIIK
C. IOTOBOPBI

d. cmy»xeOHBIe MUchMa

Bompoc 6
Kaxum noxymMeHTOM He00X0a1uMO 0(hOPMUTD PE3YJIbTaThl PEBU3UN OTAEIA NPOJAK OPTaHU3aLNH:
BribepuTe oiuH OTBET:

a. CIIpaBKOi1

b. uHbOpPMALOHHBIM THCEMOM

C. aKTOM

d. cBonkoi

Bomnpoc 7
KakoBo MUHHMaJIbHOE KOJTMYECTBO JIHII, TIOAMUCHIBAIOIINX aKT:
Bribepute oiMH OTBET:

a. 4eThIpe

b. tpu

C. ABa

d. onuH

Bompoc 8

Kaxoit opran mommkeH OBITH COCTaBUTENIEM aKTa, B KOTOPOM (DUKCHPYETCS OTCYTCTBHE paOOTHHKA Ha
pabouem mecre:

Bribepure o1H OTBET:
a. Mpo()COrO3HBI KOMUTET
b. cnenmanbHO CO3MaHHAs TUCIUIUTMHAPHAS KOMUCCHS
C. TPYJIOBOM KOJIJIEKTUB

d. coBeT yHuBepcuTeTa



Bompoc 9
Kto yTBEp)K1aeT aKkT:
Bribepute oquH OTBET:
a. ceKxperapb
b. pykoBomuTeNns OpraHu3anum
C. YWICHBl KOMUCCHH

d. mpencenaTens KOMUCCHI

Bomnpoc 10
Kakas mara sBIIsieTcsl JaToil akTa:
Bribepute ouH OTBET:

d. 1aTa COCTaBJICHUS

b. mara coGBITHA

C. JaTa MOAMUCAHUS

d. nata yrBepKaeHUS

Bomnpoc 11
Kakast yacTb sIBJIsIeTCS] M3IHUILHEH B TEKCTE aKTa!
Bribepute oiMH OTBET:

a. BBOZIHAs

b. pacnopsiauTenbHas

C. OCHOBHas (KOHCTaTHPYIOIas)

d. 3akmrounTenpHAsA

Bompoc 12
Kakoe comepxanue BKIIOYaeT OCHOBHAS YacTh TEKCTA aKTa:
Bribepure o1H OTBET:

a. OCHOBAaHHUE [T COCTABIICHHUS aKTa

b. cocraB komuccun



C. MOATBEPIKICHIE YCTAaHOBIEHHOTO (DaKTa MIIA COOBITHS

d. nmpucyTcTByoIIHE

Bompoc 13
Ha xaxoM u3 nH(MOPMAIHOHHO-CIIPABOYHBIX TOKYMEHTOB MOXKET OBITH OPOPMIICH TP yTBEPIKIACHHUS:
BriOepuTe OfMH OTBET:

a. cripaBKa

b. ciicox

C. aKT

d. cmyxebHast 3armucka

Bomnpoc 14

Kakoe conepxanre HE BXonuT B cocTaB OCHOBHOI 4acTH akTa:

BribepuTe oquH OTBET:
a. JOKyMEHTBI, HA OCHOBAaHUU KOTOPBIX (DUKCHUPOBATIMCH YCTAHOBJIECHHBIC (DAKTHI
b. nenu, 3amauu, CyIHOCTD, XapaKTep, METOIbI, CPOKH, PE3yIbTAThI IPOJICIaHHON PabOThI
C. MOATBEPKJICHUE YCTAHOBJICHHOTO (DaKTa MM COOBITUS

d. MMpCIIOKCHUS, pCKOMCHAAINH, CIIOCOOBI U CPOKH YCTPAHCHUS BCKPBITHIX IIPU ITPOBECPKE HEAOCTATKOB

Bompoc 15
Kaxkoe BrickassiBanue asisietcs HEBEPHBIM:
Bribepute oguH OTBET:

a. HOZIHI/ICI/I YJICHOB KOMHUCCHUH PACIIOIararoTcAa B TOM Xe IIOCJICA0BATCIIBHOCTH, KaK 1 BO BBOJIHOﬁ qacT, C
YKa3aHueM AOJDKHOCTHU

b. Akt cunraercs MMPUHATBIM ITOCJIC €TO IMOANNCaHUs BCEMU YWICHAMU KOMUCCUHN HUJIM BCEMU JIMIIAMU,
Y4aCTBOBABIIMMHU B €TI0 COCTABJICHHUN

C. Akt DOANHCHIBAIOT BCC YJIICHBI KOMHMCCHHA

d. JTuro, nMeroIee 3aMeYatus 1Mo COMEPKAHUIO aKTa, He UIMEET MpaBa He MO IHCHIBATE JOKYMEHT, OHO
U3JaraeT cBoe 0co00e MHEHHUE MO0 Ha 000POTHOW CTOPOHE IMOCIICIHETO JTUCTa aKTa, TUO0 Ha OTIICIIBHOM
JINCTE



Bompoc 16
Kaxoe BrickassiBanue asisiercs HEBEPHBIM:
Bribepute oquH OTBET:

a. Bce nmiia, ymoMsiHyTEIE B aKTe, 0COOEHHO Te, K pad0Te KOTOPBIX BHICKA3aHbI 3aMEYaHUS, TOJKHBI OBITH
03HAKOMJICHBI C €r0 COICPKAHUEM O]l PACTIHCKY

b. Tocie yTBepKaeHHsT peKOMEHIATEIbHAS YaCTh aKTa IPUOOPETaeT pacopsAUTEIBHYIO CUITY H
o0s13aTenbHa K UCITOTHEHUIO

C. Bce nmcthl akTa, KpoMe IepBOTO | MOCTIETHET0, U MIPIIIOKEHUH K HeMy Ha 000pOTHOI CTOpOHE
3aBEPSIIOT MOMUCIMHU MIPEACEIATENS U YWICHOB KOMUCCUU

d. AKT cunTaeTcst MPUHATHIM TIOCIIE €r0 MOANMKUCAHMS TPeIceaaTeIeM KOMUCCHI

Bomnpoc 17
Kakast pa3HOBHHOCTB 3anicOK oopMIIsieTcs Ha OJIaHKE OpTraHU3alHH:
BribepuTe oquH OTBET:

a. BHELIHSS TOKJIaHas 3aIiucKa

b. BHyTpeHHss TOKJIaHas 3aMmicKa

C. ciry>keOHas 3aIicKa

d. oOBsicHUTENBHAS 3aMHCKA

Bomnpoc 18

Kaxkoii BuJ 3aITUCKH 00513aTEIIbHO PETHCTPUPYETCS:
BriGepure ouH OTBET:

a. BHCIIHSAA JOKJIaJAHAas 3alucKa

b. oOBsicHuTENTBHAS 3aMTUCKa

C. BHYTPEHHSIS TOKJIAAHAS 3aM1cKa

d. cmy»eOHast 3amucka

Bormpoc 19
Ha xakvie pa3HOBHTHOCTH ENSITCS JOKIIAIHBIEC 3aIMCKH 0 XapaKTepy COJEpKaHUs U Ha3HAYCHUS:
Bribepute oquH OTBET:

d. MTHULIMAaTHBHBIC, I/IH(I)OpMaI_II/IOHHBIe " OTYCTHBIC



b. BHYTpeHHNUE 1 BHELTHIE
C. oUIMATbHBIE U JTMYHbIE

d. Pa3BACHUTEIIBHEBIC U OIIPpaBAATCIIBHBIC

Bormpoc 20
Kakas nata sBisieTcst 1aToil JOKIa{HON 3alHUCKU:
Bribepute oquH OTBET:

a. laTa COCTaBIICHUS

b. nara perucrpanuu

C. maTa noanucaHus

d. mara yTBepxKaeHHS

Bomnpoc 21

Kakoit pa3sHOBHIHOCTH TOKIIAIHBIX 3aIIICOK COOTBETCTBYET CIEIYIOIIAs XapaKTEPUCTHKA: «ITH
JTOKJIaJTHBIC 3aITUCKU COCTABJIIOTCS C 1ICJIBI0 TOOYIUTH aJipecaTta MPUHAThH ONpPEIeICHHOS PEIICHHE,
MO3TOMY B TEKCTE HE TOJIBKO U3JIaraloTcsl Kakue-To (akThl, HO U COAEPKATCS KOHKPETHBIE MTPEIOKESHHUS,
PEKOMEHAITUH WIIA BEIBOJBDY.

BeiOepuTe OIMH OTBET:
a. OTYETHBIE
b. mogcuurensubie
C. HHUIIMATHBHBIE

d. uadopmanmoHHast

Bompoc 22

Kakoii Pa3HOBUAHOCTHU AOKJIAJHBIX 3aITMCOK COOTBECTCTBYCT CIICAYIOMIAA XapaKTCPUCTHKA! «OtH
JOKJIaAHBIC 3allUCKU COCTABJIAIOTCA PETYIAPHO U COACPKAT I/IH(i)OpMaHI/IIO O JCTaIAX UJIKM METOAaxX
BBITTOJTHCHU L pa6OTLI)>.

Bribepure oMH OTBET:
a. MHUIIMATHBHBIC
b. nadpopmanmonnas
C. OTYECTHBIE

d. nosicauTENBHBIE



Bompoc 23

Kaxoii pa3sHOBHIHOCTH TOKJIaTHBIX 3aIICOK COOTBETCTBYET CIEMYIOIIas XapaKTepUCTHKA: «ITH
JTOKJIaTHBIE 3aITUCKU MH(POPMHUPYIOT O 3aBEPIICHUN PA0OTHI, € 3Tara, BRINOTHCHUN YKa3aHHIA,
pacCTIOpPSHKEHUM U T.11.).

BoiGepuTe OUH OTBET:
a. nH(OpMaIMOHHAS
b. nogcuuTeNnLHLIE
C. MHUI[MATUBHEIE

d. oTueTHBIE

Bonpoc 24
Kaxkoili TOKyMeHT HOAIUCHIBACTCS PYKOBOANUTEIEM CTPYKTYPHOTO HOAPA3ICIICHHUS:
Bribepute ouH OTBET:

a. crpaBKa

b. mpukas

C. aKT

d. cmyxebHast 3armucka

Bompoc 25
Kakast pa3HOBHTHOCTB 3aITHICOK HE COJICPIKUT BBIBOJIOB M ITPE IIOKEHHIA:
Bribepute oiMH OTBET:

a. MHUIIMATHBHAsS JOKJIA/IHAS 3aIIHCKa

b. cnyxebmas 3amucka

C. TMYHas 3aIucKa

d. oOBsICHUTENIbHAS 3aMKCKa

Bormpoc 26
Ha xakue pa3HOBUIHOCTH MOJPA3EISIOTCS 00BSICHUTEIBHBIC 3aITUCKH 0 COJICP KaHUIO:

Bribepure oauH OTBET:



a. pyKOITUCHBIE/MAIIIMHOIMCHBIC
b. BHyTpeHHME/BHELITHIE
C. MTHUITMATHUBHBIC/ HHPOPMAITHOHHBIC/ OTYCTHEIC

d. 3amucky — TMPUJIOKEHNA K OCHOBHOMY JOKYMCHTY, JOIIOJIHAIOIINE U IMOACHAIOIINE ero/ 3aIIMCKH,
COCTaBJIsICEMBIC pa60THI/IKaMI/I JJIsL 00BSICHEHUS MX MNOCTYIIKOB UJIN CIIOXKHUBIIICHCS CUTyalun

Bompoc 27

B xakom JOKYMCHTC B KOHIIC TCKCTa YKAa3bIBACTCS KOJIMYCCTBO COCTABJICHHBIX 3K3CMILISIPOB U UX
MCCTOHaAXOXKJICHHUC.

BribepuTe oiuH OTBET:
a. ciykeOHas 3armcKa
b. cpaBka
C. aKT

d. cBozaka

Bomnpoc 28

KaxoMy Buly TOKyMEHTa COOTBETCTBYET CJICTYIONINI TEKCT:

23.09.20013 B 9.00 Ha 3aHATHAX 110 JOKYMEHTAIIMOHHOMY OOECTIEUEHHIO YITPAaBIEHHUS MPUCYTCTBOBAJIO 2
CTYJIEHTa U3 COCTaBa IPYIIIHI 25 YeIOBEK, B PE3yJIbTaTe Yero 3aHIATHS MPUIILUIOCH OTMEHUTb.

JoueHT xadeapsl JOKYMEHTOBEICHHS
25.09.2013
Iloammce

N.B. Illenens

Bribepure o1H OTBET:
a. TOKJIaJHas 3arrcKa
b. mosicHuTeNBEHAS 3aIIHMCKA
C. 0OBSICHUTEILHAS 3aITHCKa

d. cmyxe6Hast 3armucKa



Bompoc 29

Kakomy Buy HHPOPMAaIIMOHHO-CIIPaBOYHON TOKYMEHTAI[UH COOTBETCTBYET CIEAYIOIIEE ONpeAeICHHUE:
«2T10 (hopMa BHYTpEeHHEH AeTOBOI NEPENUCKH MEXIY TOAPa3AEICHUSIMA OPTaHU3ALNN HIIH
JTOJIKHOCTHBIMH JINIIAMH, HE HAXOAIIMMHUCS B TIPSIMOM TTOAYUHEHUN».

Bribepute oquH OTBET:
a. OT3BIB
b. akr
C. cimyxeOHas 3armcka

d. moxJyamHas 3anucka

Bormpoc 30

Kakomy Buy HHGOPMALIMOHHO-CIIPABOYHON TOKYMEHTALMH COOTBETCTBYET CIEAYIOLIEE OIpeeIeHHE:
«39TO TOKYMEHT, COACP KAl OMMCAHNE U TTOJTBEPXKICHUE TEX WU MHBIX q)aKTOB, COOBITUH WU
SBIICHUH, a TAKKE yIOCTOBEPSIFOIINN KaKOH-THO0 FOpUINIeCKUN (haKT.

Bribepute oiuH OTBET:
a. OOBsACHUTENbHAS 3aIHCKa
b. cipaBka
C. CBOJKA

d. akr

Bomnpoc 31

Kakomy Buty MH()OPMAIIMOHHO-CITPABOYHON JIOKYMEHTAI[UH COOTBETCTBYET CIICAYIOIICE OIpeIe/ICHHUE:
«3TO IOKyMEHT, COCTaBJICHHBIN IS ITOATBEPKICHHS YCTAHOBICHHBIX ()AKTOB, COOBITHH, IEHCTBHI.

Bribepure oMH OTBET:
a. aKT
b. cnpaBka
C. IMCHMO-TIOATBEPIKICHUE
d. mporoxko
Bompoc 32

Kakomy Buy HHPOPMAaIIMOHHO-CIIPAaBOYHON TOKYMEHTAIIUH COOTBETCTBYET CIEAYIOIIEE ONpeaAeICHHUE:
«3TO IOKyMEHT, COJEPKAIINN TIepEeUHCIICHHE JIHII, IPEIMETOB, OObEKTOB B OIIPE/IEICHHOM MOPSJIKE,
COCTaBJICHHBIN B IeNSIX UHYOPMUPOBAHHUS HITH PETUCTPALIUNY.

Bribepute oquH OTBET:



a. CBOJIKa

b. nepeuenn

C. cripaBKa

d. criucox
Bompoc 33

Kakomy Buny HHQOPMAIIIOHHO-CIIPaBOYHON TOKYMEHTAIIUH COOTBETCTBYET CIEYIOIIEe ONpeAeIICHHUE:
«2TO JOKYMEHT, COJIEpKal1ii MHEHUE, BEIBOABI OPTraHU3aMH, KOMUCCUU HJIU CHELUAINCTA 10
KaKoMy-JTH0O JOKYMEHTY WJIH BOIIPOCY.

Bribepute oquH OTBET:
a. TOKJIaJHas 3amnucka
b. cBosKa
C. 3aKITIOYCHUE
d. oT36IB

Bompoc 34

Kakomy Buy HHGOPMALIMOHHO-CIIPAaBOYHON TOKYMEHTALMH COOTBETCTBYET CIEAYIOLIEE OllpeeIeHHE:
«2TO JOKYMEHT, COJIepKallliii MHCHUE OpraHU3alliy WK CTICUAJIICTA 110 TOBOAY KaKoW-Tuoo padoThl,
MOCTYIHBILIEH HA pACCMOTPEHUEY.

Bribepute oiMH OTBET:
a. JIOKJIaHast 3aIucKa
b. cBonka
C. OT3bIB
d. 3akroueHne
Bompoc 35
Kakomy Bumy HHGOPMAITHOHHO-CIIPABOYHOM JOKYMEHTAIMH COOTBETCTBYET CICIYIOIIHNA TEKCT:

ODenepanbHOE YIPaBICHUE 110 JeJIaM O HECOCTOATENFHOCTH (OaHKPOTCTBE) HA OCHOBAHUHU
npeAcTaBlIeHHBIX TyTrypiIbIKCKUM IeMeHTHBIM 3aBoZioM (OpeHOyprckas o0nacTb, moc. TyrypibIk, yiI.
LentpanbHasi, j1.1) TOKyMEHTOB OYXTaJTEPCKOW OTYETHOCTH 10 cocTossHuio Ha 30.04.2013:

- Oyxrantepckuii 6ananc (hopma 1);
- OTYeT O NPUOBLIAX U yOBITKaX (popma 2)

" IMPOBCACHHOT'O aHalIn3a (1)I/IHaHCOBOI‘O COCTOAHUA NPEANIPUATHA, YCTAHOBHUIIO, YTO JaHHOC MPEATIPUATHE
SIBIIIETCS HETIJIATEKECTIOCOOHBIM U MMEIOIIIUM HEYAOBICTBOPUTEIBHYIO CTPYKTYpY OanaHca
(TIpeanpUATHEM- TOTKHUKOM ).

OcHoBaHUE:



k03 pUIIUEHT TeKyIel TUKBUIHOCTH 10 Oanancy npenanpustus =18%;

k03 puLeHT 0OecneueHHOCTH COOCTBEHHBIMU OOOPOTHBIMU CPEACTBAMH MO OalaHCy MPEATIPUATHS =
8%:;

ko3 uLmeHt BoccTanoBneHus no danancy npeanpusarus =10%.

PykoBomutens CrenaHoB ILJ. Crenanos
Bribepute oquH OTBET:

a. OT3BIB

b. cipaBka

C. CBOZKA

d. 3axmroucHue

Tema 2.4

IIpakTuyeckoe 3aganue 8 (2 Kypc)

1. Bl xoTuTe ycTpouThes nenonpousBoaureneM. CoctaBbTe A ce0s pe3toMe.

Tect Kk Teme 2.4 (2 kypc)

Bomnpoc 1

W3 nepedncieHHbIX HIKe BUIOB JIOKYMEHTOB BEIOCpUTE HOPMATHUBHBIN IIPABOBOI aKT, SBIISIOIIUICS
OCHOBHBIM B PETYJIMPOBAaHHHU TPYAOBBIX MPABOOTHOLICHUH paboTonares (TocyaapcTBEHHOM
opraHusanuy, COOCTBEHHUKA MPEINPUATHS) U PaOOTHHKA:

Bribepure ouH OTBET:
a. Anp60oM GopM NEpBUYHON YIETHOW JOKYMEHTALUH 10 TPYIOBBIM OTHOILIEHHUSIM
b. TpynoBoii roroBop
. Tpynosoii kojiekc P®

d. TpymoBoe corarieHue

Bompoc 2



Kaxum 1oKyMeHTOM JOMKHBI PYKOBOACTBOBATHCS IEIOTPON3BOIUTENHN MTPH JOKYMEHTHPOBAHNUH ITAIIOB
TPYAOBOTO IWKJIa — OT MpHeMa Ha pabOTy HOBOTO COTPYAHHKA /IO €T0 YBOJIHHEHHUS:

Bribepute oquH OTBET:
a. O6mepoccuiickuii Kitaccu(puKaTop yrpaBIeHISCKON JOKYMEHTAIUU

b.TOCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHas cuctreMa opraHu3aliiOHHO-PACIOPSIUTEIbHOI
JOKyMeHTaluu. TpeGoBaHNS K 0POPMIICHUIO TOKYMEHTOBY

C. Annb60oM yHU(UIMPOBAHHBIX (OPM MEPBHYHON YUETHOM JOKYMEHTALIMH IO YUETY TPYAa U €ro OIJIaThl,
yTBepkIeHHbIM locTanoBnenuem I'ockomcrata Poccun

d. l'ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO oOectieueHus ynpapiaeHus. OCHOBHBIC MOJI0KEHHUSI.
Oo6mue TpeboBaHus K JOKYMEHTaM U CITy)KOaM JOKY-MEHTAllMOHHOTO 00eCTIeYeHS

Bompoc 3

Kakoli cucreme JOKyMEHTaIlUl COOTBETCTBYET CJIEAYIONIAs XapaKTepUCTHKA: « ITO COBOKYITHOCTh
B3aUMOCBSI3aHHBIX JOKYMEHTOB, B KOTOPBIX 3a()MKCUPOBAHBI 3Tallbl TPYAOBOH AEATEILHOCTH PAaOOTHHKA,
pacyeToB 0 OIUIaTe TPYyIay.

BribepuTe oquH OTBET:
a. IepBUYHAS yYCTHAs OyXrajaTepcKas JOKyMEHTaIUs
b. JIOKYMEHTALHNA 10 JIMYHOMY COCTaBy
C. OpPraHM3allMOHHO-TIPABOBAs IOKYMEHTAIIHS
d. pacriopsiquTenbHas TOKyMEHTALHS
Bompoc 4
Kaxkue ¢pyHKIIMM HE CBOWCTBEHHBI IEPBUYHOM YYETHOM JOKYMEHTAIIUH 110 JITYHOMY COCTaBY:
BriGepure ouH OTBET:
a. YUCT UCIIOJITHCHHBIX U HCUCIIOJIHCHHBIX TOKYMCHTOB
b. ydeT pacueToB ¢ epcoHaIOM I10 oIuIaTe Tpyaa
C. y4eT KaJpoB
d. yuer ucnosnp3oBaHus paboOvYero BpeMeHH

Bomnpoc 5

B kakwnx opranmanmsx moxetr HE BecTrch kagpoBast TOKyMeHTaIUS:
Bribepure o1H OTBET:
a. B aKIIMOHEPHBIX 00IIIeCcTBaX

b.s HCKOMMCPUYCCKUX OpraHru3anugax



C. B Ka3€HHBIX TOCYIaPCTBEHHBIX YUPEKACHUIX

d. kaapoBas TOKYMEHTAIHsI BEAETCS BO BCEX OPTaHU3AIMIX HE3aBUCHUMO OT HX
OpraHU3aIlMOHHO-TIPABOBON (OPMBI

Bompoc 6

Kakoit TokyMeHT sIBIsieTCs 00513aTeIbHBIM ITPH JOKYMEHTHPOBAHUU TPYIOBBIX OTHOIICHHH MEKIY
PabOTHUKOM M PabOTOIATENIEM:

Bribepure oauH OTBET:

a. peXUM Tpyza

b. momKHOCTHAS HHCTPYKIHS

C. KOJJIEKTUBHBIN JOrOBOP

d. TpymoBasi KHHKKa
Bomnpoc 7

Ha kakoit MakCUMaTbHBIN CPOK MOXET OBITh 3aKITFOYEH CPOUYHBIN TPYIOBOH JTOTOBOP:
Bribepute ouH OTBET:

a. He Ooee Tpex JeT

b. He Gonee rona

C. He OoJiee AecsTH JeT

d. He OoJiee MmATH JIeT
Bomnpoc 8

Kakoii nokymMeHT TpeOyeT BU3bl 03HAaKOMJICHUS! paOOTHUKA C JOKYMEHTOM:
Bribepute oiMH OTBET:

a. KOMaHJPOBOYHOE yJJOCTOBEPEHHUE

b. yuetHast nmuuHas kapTouka

C. IpHUKa3 o MpueMe Ha paboTy

d. TpynoBoit norosop
Bomnpoc 9
Ha xakux pabotaukoB HE 3aBoautcs muunast kapTouka:
Bribepure oMH OTBET:

a. 3aBOJUTCS Ha BCEX PAOOTHUKOB MPEANpUsATHS 0€3 NCKITFOYEeHHUS

b. na pa60THI/IKOB, MNPUHATBIX Ha pa60Ty MO0 COBMCCTUTCIILCTBY



C. Ha paOOTHHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy

d. Ha paOOTHHMKOB, IPHHATHIX HA MOCTOSHHYIO PadOTy
Bompoc 10

Kakoll 1oKyMeHT cocTaBiIeTCA B IBYX dK3EMIUISIpax:
Bribepure oauH OTBET:

a. yueTHas JINYHAs KapTO4Ka

b. mpuka3s 06 yBoabHEHHN

C. TpyAOBast KHIKKA

d. TpynoBoit qorosop
Bomnpoc 11

KTo oopmirsieT yueTHbIC TUIHBIE KAPTOUKH:
Bribepute ouH OTBET:

a. pabOTHHUK

b. pyKoBOAUTENb CTPYKTYPHOTO MOpa3IeICHHS

C. 3aMECTHTEIb PYKOBOJIUTEIISI OpPraHU3aluu

d. pabOTHHK 1O Kaapam
Bomnpoc 12

Kaxkoii TOKyMEHT SBJIIETCS OCHOBHBIM JIOKYMEHTOM O TPYIOBOH JESITEILHOCTH U O TPYIOBOM CTa)e
paboTHUKa:

BeibepuTe o1MH OTBET:

a. ydeTHas JIMYHas KapTouKa

b. neHcHoHHOE yIOCTOBEpEHHE

C. CTPaxoBOE CBHAETEIILCTBO TOCYIAPCTBEHHOTO IIEHCHOHHOTO CTPaXOBaAHMS

d. TpyaoBasi KHHKKA
Bompoc 13

CKOJIBKO TPYIOBBIX KHHKEK MOXKET UMETh PAGOTHHK COTIIACHO TPYI0BOMY 3aKOHOIATEIbCTBY:
Beibepute o1MH OTBET:

. KOJIMYECTBO TPYAOBBIX KHUKEK OIMPE/IEISICTCS] KOJIMIECTBOM OPraHU3aIiii, B KOTOPBIX Ha JaHHBIH
MOMEHT 0opMIIEH paOOTHUK

b. He Gonee aByX



C. He boJee MATH
d. ogny
Bompoc 14
Kaxue BuIIBI qUCTIMITIIMHAPHBIX B3BICKAHWH BIUCHIBAIOTCS B TPYIOBYIO KHIXKKY:
Bribepure oauH OTBET:
a. yBOJIbHEHHE
b. Bce BUBI AUCIMIUTMHAPHBIX B3ICKAHHUI BITUCHIBAIOTCS B TPYAOBYIO KHIKKY
C. CTPOTHIA BHITOBOD
d. B3bICKaHUsI B TPY/IOBYIO KHM)KKY HE 3aIHChIBAIOTCS
Bompoc 15
B xakom ciydae Bo3MOXkeH IipreM Ha paboTy 06e3 TpyIoBOH KHUKKH:
Bribepute ouH OTBET:

a. IpH MpUEME Ha padOTy JIMII, JOCTUTIINX COBEPIICHHOJCTHS, HO SBJISIONIUXCS CTYJACHTAMH H
yYauMHuCs

b. mpu npueme Ha paboTy U1 63 ONPEACTICHHOTO MECTa KUTEIbCTBA

C. 6e3 TpyIOBOW KHIDKKHU MPHEM Ha padoTy He JJOMyCKaeTCs

d. mpu npueme Ha paboTy JIULI, HE JOCTUTIINX COBEPIICHHOICTHUSI
Bomnpoc 16

Kakoit TokyMeHT He BXOJUT B KOMILIEKT JJOKYMEHTOB O KOMaHAMPOBAaHHUHU C KOJOBBIM 0003HAUEHUEM
¢dopwmer T:

Bribepute oiMH OTBET:

a. npuka3s (pacnopspKeHUE) O HalpaBJICHUH OTACIBLHOrO Pa0OTHHKA WIIH IPYIINBI pAOOTHUKOB B
KOMaHIUPOBKY

b. KkoMaHANPOBOYHOE yIOCTOBEpEHHE PAOOTHHKA

C. ciry>xeOHOe 3aJJaHre C OTYETOM O €TO BHINOJIHEHUH

d. aBaHCOBBII OTYET
Bompoc 17

Kaxkoit moKyMeHT SBJISETCS U3TUITHAM IPH 0POPMIICHHUH OTITyCKa!
Bribepure oguH OTBET:

a. 3aIMCKa-pacyueT O MPEeIOCTABICHUH OTIyCKa PAOOTHHUKY

b. TpymoBoii morosop



C. mpuKa3 (pacropspKeHHe) O MPEAOCTaBICHUH OTITYCKa

d. rpaduk oTIyckoB
Bompoc 18

Kakoii ToOKyMEHT Helb3sl OTHECTH K JINYHBIM JOKYMEHTAM:
Bribepute oiuH OTBET:

a. aBToounorpadus

b. pesrome

C. XapaKTeprCTHKa

d. muuHas kKapTouKa
Bomnpoc 19

Kakomy moxyMeHTy 110 JTMYHOMY COCTaBY COOTBETCTBYET OTpakeHHe Clenyromas XapaKTepHCTHKA!
«TeKCT ATOro TOKYMEHTa COCTOMT U3 JIBYX YacTel: BBOAHOM, T/ie YKa3bIBAIOTCS (paMuUIusi, UMsi, OTYECTBO,
roJi poXaeHHsl, 00pa30oBaHue, JOKHOCTh, CTPYKTYpPHOE MOApa3AeieHIe, CTaX padoThl Ha IPEeAIPUSITHH;
OCHOBHOI1 4acTH, TIe YKa3bIBalOTCS JIEJIOBbIE KaYeCTBA, OTHOLICHHE K padoTe, MpodecCHOHANbHBIN POCT,
HaJW4yhe Harpaj, MOOIIPEHH, OTHOIIEHUS C COTPYTHUKAMI.

BribepuTe oiuH OTBET:
a. XapaKTepHCTHKA
b. cnpaBka ¢ Mecta paboThI
C. IPE/ICTABJICHNE Ha TOOIPEHUE
d. aBro6uorpadus
Bomnpoc 20

Kakomy By JOKyMEHTa COOTBETCTBYET CIIEYIONIAsl XapaKTEPUCTHKA: «ITO OPHIIMAILHOE O0palleHe
yuta (MIH HECKOJBKHX JIUI) B YUPEKICHHUE WIH K JODKHOCTHOMY JIUITY
KOHCTaTHPYIOIe-X0JaTaliCTBYIOIIEr0 XapakTepa B LENX pealn3aliy ero (MX) MpaBa Wi 3aKOHHOTO
UHTEpecay.

Bribepure o1H OTBET:
a. MUCbMO-TIpoch0a
b. mucemo-3anpoc
C. JIOKJIaTHas 3aIiCKa
d. 3asiBiIeHUe

Bompoc 21

Kakas si3p1k0Bast popmylia yMecTHa B 3asIBJICHUU:



Bribepute oquH OTBET:
a. «poiy Bamrero cornacud Ha...»
b. «Becbma yoenutensHo Bac nporry»
C. «B MOeH poch0e MPoITy HE OTKA3aTh...»
d. «3apaHee mpu3HATEICH»

Bompoc 22

Ha xakoMm BH/Ie JIMYHBIX JIOKYMEHTOB 0(OPMIISIETCS apecar:
BribepuTe oiuH OTBET:

a. pe3romMe

b. noBepeHHOCTH

C. 3asBJICHUC

d. xapakrepucTuka

Bompoc 23

KaxoMy TOKyMEHTY COOTBETCTBYET CIIEAYIOIIas XapaKTepUCTHKA: «DTO MTUCHbMEHHOE ITOJTHOMOYHE,
BBIJJaBAEMOE OJITHUM JIMLIOM (YUpEKACHUEM) IpYToMY JIUILY JUIS PEACTaBUTEIbCTBA IIEpPE] TPEThUM
JIULIOM.

BeiOepuTe OIMH OTBET:
a. cripaBKa
b. sastBerme
C. pacrucka
d. moBepeHHOCTH

Bomnpoc 24

Kakoii JAOKYMCHT ABJIACTCA NOKYMCHTOM I10 JIMYHOMY COCTaBYy, COACPKAIIUM OIMMMCAHNUC XAPAKTCPHBIX U
OTIIMYUTECIIBHBIX YEPT U KAUCCTB pa60THI/IKa n 0Tpa>1<afom1/n71 MHCHUEC aAMUHUCTpALIUU O HEM!

Bribepure oMH OTBET:
a. obuorpadus
b. or3bIB

C. pereH3us



d. xapakrepucTrka

Bompoc 25

Kaxoif MakcHMaNbHBIN CPOK JEHCTBHUS MOXKET OBITh yKa3aH B IOBEPEHHOCTH:
BribepuTe oauH OTBET:

a. He OoJee roja

b. He Gonee nByX JieT

C. "He OoJiee Tpex JeT

d. re Gonee msATH JIET

Bomnpoc 26

B Teuenue kakoro cpoka JOBEPEHHOCTh COXPAHIET CHITY CO JTHS BBIAAUU, €CIIH CPOK €€ ICHCTBHS B CaMOM

JIOBEPEHHOCTH HE yKa3aH:
BribepuTe oquH OTBET:

a. B Te4YeHHe MOoJIyroja

b. B Teuenue Tpex ner

C. B T€UYEHHE OJIHOTO rojia

d. Takasi JOBEpEeHHOCTb SIBISIETCS OECCPOYHON

Bomnpoc 27

Kaxkas 1oBepeHHOCTh TpeOyeT HOTAPHAIBHOTO YI0OCTOBEPEHUSI:
Bribepute oiMH OTBET:

a. Ha NoJIyYeHue 3apabOTHOM TIAThI

b. Ha moxyueHue Bkiana B OaHKe

C. Ha PACIOPSHKEHNUE UMYILIECTBOM

d. Ha moNyYeHHe JICHEKHON M TIOCBUIOYHOM KOPPECTIOHICHIINU

Bompoc 28

B kakom cirydac YUpPCKIACHUEC UMECT IIPaBO YAOCTOBEPATH JOBEPECHHOCTH Ha MOJIYYECHUEC ACHEKHOI'O

BKJIaJa B OaHKe:



Bribepute oquH OTBET:

a. €CJIM JOBEPUTEIIb HAXOJUTCS Ha CTAllMOHAPHOM H3JICUCHHMHU, HO SBIISICTCS pa6OTHI/IKOM JaHHOI'o
YUYpEXKIACHUS, U JIMIO0, KOTOPOMY OH JOBEPSCT, TAKIKE ABJIACTCS pa6OTHI/IKOM JaHHOTI'O YUPCKACHUA

b. ecnu JOBCPUTCIIb HE ABJISACTCA pa6OTHI/IKOM JAaHHOI'O YUYPCIKACHUA, a JIUIO, KOTOPOMY OH OOBEPACT,
ABJIACTCA pa6OTHI/IKaMI/I AaHHOI'O YUPCIKACHUA

C. €CJIM JOBEPUTENH U JINIIO, KOTOPOMY OH JOBEPSET, SIBISIFOTCS rpaskaanaMu Poccun, XOTs U HE SBISIOTCS
paboTHHKaMU JTaHHOTO YUPEKACHUS

d. eciu TOBepUTEND ABIACTCS PAOOTHUKOM JAHHOTO YUPEKICHHUS, & JIKII0, KOTOPOMY OH JIOBEPSIET, HE
SBIISIETCS] pAOOTHUKOM JAHHOTO YUPEKIACHUS

UTOIOBbIII KOHTPO.Ib 2 KYPC

Kounrpoabnas padora (1 kypc)

1. Bel pykoBOAMTENIE 3KOHOMHYECKOTO OTAea. Bam He00x0o1umMo nponHGOpMHUPOBATh PYKOBOAUTEIS
OpraHu3alMy O TOM, 4YTO 3aM. oTaena 1o AXY He BBINOIHSAET NPEANUCAHUS TI0 00EeCICUeHUIO PAa00INX
MECT IPUHTEpPaMHU, HHTEPHETOM U B KaOMHETE Balllero OT/AeNa He MPOBeIeH KOCMETUIECKUI PEMOHT.
OdopMuTe COOTBETCTBYIOMINH TOKYMEHT.

2. Bel onio3nanu Ha paboTy Ha 2 yaca. PykoBojcTBo nmotpeboBaso ot Bac o0bsicuennii. Odopmure
COOTBETCTBYIOLIMI JOKYMEHT.

3. OTpenakTupyHTe TEKCTHI CIEAYIOMNX JOKYyMEHTOB. COCTaBbTE MX NMPaBUIIbHBIN BapHUAHT.

Bonpocsl k 3a4ety 1 Kypc

1. [lonsiTre cucteMsl mokyMmeHTanuu. Mcroprueckoe pa3BuTHe CUCTEM TIOKYMEHTAIUH.

2. OcHoBHBIE PYHKIIMOHAJIbHBIE CUCTEMBI JOKyMeHTaluu B Poccuiickoii deneparum.

3. Crangaptu3zaiys 1 yHu(pHUKaIKs JOKYMEHTOB. Y HU(PUIIMPOBAHHBIC CUCTEMBI JIOKYMEHTAI[UH.
4. KrnaccugukaTopbsl 1OKyMEeHTUPOBaHHON MH(OpMAIHH.

5. OpranuszaiuonHo-pacnopsautenshas gokymernrtanus. OK 011-93 «Oomepoccuiickuii

KJIACCU(PUKATOP YIPABICHUECKOM JOKYMEHTAIIMW» U OTPAKCHUE B HEM YHH(DHUIIMPOBAHHOM CUCTEMBI
OPraHu3alMOHHO-PACIIOPSAUTENHLHON JOKYMEHTAIIUH.

6. Tunsl JOKYMEHTOB, MX K1acCH(UKALINH.

7. JlokyMeHT kak cucreMa. BHEIIHsIsI 1 BHYTPEHHSSA CTPYKTYpa JOKYMEHTa: 001as XapaKTepUCTHKA.
8. HOpuanueckas cuna nokymenra. HopmarneHo-MeToqudeckast 6a3za ohopMieHus JOKYMEHTOB.

9. CTpyKTypa yInpaBIeHYECKOro JOKYMeHTa. PEKBU3UT U GOpMYJIsIp JOKYMEHTA, X Pa3BUTHE.

10. Dopmysip-oOpaser OpraHu3aHOHHO-PACTIOPIIUTEIHFHOTO TOKYMEHTA: 00ITas XapaKTepUCTHKA.



11. TpeboBanus k OJaHKaM OpraHU3AIMOHHO-PACTIOPSIUTEIHHBIX JOKYMECHTOB.

12. TpeboBanus Kk 0HOPMIICHHIO PEKBHU3UTOB 3ar0JIOBOYHON YacTH

OpraHu3aIMOHHO-PACTIOPSIUTENBHBIX JOKyMeHTOB coriacHo [OCT P 7.0.97-2016

13. TpeOGoBanus kK 0POPMIICHUIO PEKBU3UTOB COJICPIKATEILHOM YaCcTH

OpraHu3aIMOHHO-PACTIOPSIUTENBHBIX JOKyMeHTOB coriacHo [OCT P 7.0.97-2016

14. TpeboBanus Kk 0HOPMIICHHIO PEKBH3UTOB OPOPMIISIONICH YacTh

OpraHu3aIlMOHHO-PACTIOPSAUTENHHBIX JOKyMeHTOB coriacHo [OCT P 7.0.97-2016

15. Texandeckue TpeOOBaHUA K 0POPMIICHUIO PEKBU3UTOB OPTraHU3alMOHHO-PACIIOPSIIUTEITHLHBIX
JIOKYMEHTOB.
16. OpraHu3aimoHHO-paCTIOPIUTENbHAS JOKYMEHTAIUS: O0IIHe CBEICHNS.

Bormpocs! k 3auety 3 cemecTp 2 Kypc

1.
2.

10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,

OpraHn3aiioHHO-TIPaBOBas JOKYMEHTAIH: O0IINE CBEICHUSI.

CocraBnenue 1 0ohOpMIICHHE OCHOBHBIX BHJIOB YUPEAUTEIBHBIX JOKYMEHTOB.
CocraBnenue u opopMICHHE MOJIOKEHHH, IITATHOIO PACIMCaHMsA, NPABUI BHYTPEHHETO
TPYAOBOI'O pacropsAaKa, MHCTPYKIUH, aIMUHUCTPATUBHOTO perjaMeHTa.
PacnopsinutenbHas foKyMeHTalus: 0011as XapaKTepUCTHKA.

CocraBienue U 0QOpMIICHHE PACTIOPSIINTEILHBIX JOKYMEHTOB, H3/IaBAEMbIX Ha MPHHITUIIAX
eMHOHAYaIMSL.

CocraBienue 1 0QpOpMIICHUE PACHOPSINTEIbHBIX TOKYMEHTOB, H3/1aBA€MbIX HA IPUHIIUIIAX
KOJUIETHaJbHOCTH.

CocraBnenue 1 0ohopMiIEeHHE TPOTOKOJIOB.

HdenoBass mepenucka: oOmUe CBeACHUS, KiacCUPHUKAIMs, PpOJb B YIPaBICHUYECKOU
JesITeIbHOCTH, QYHKIMU. 3aKOHOIATEIBHOE PErYINPOBaHHE JICTIOBOM TIEPETIHCKH.
CpencTBa cBsI3H, HCIIOJIB3yEMBbIE AJIS1 TOCTABKH JIE€IOBON KoppecnoHaAeHIMH. TpeboBaHus K
JIOKyMEHTaM, IepelaBaeMbIM 110 KaHalaM 3JIEKTPOCBSI3H.

OO6u11e TpeOoBaHUs K COCTaBICHHUIO U 0(OPMIICHHIO 1eJIOBBIX TceM. Kommozuius Tekcra,
A3BIK, CTHJIb, 3TUKET JEJI0BOTO MHUCHMA.

TpeboBaHHS K ICTOBBIM IHCHMaM, CBSI3aHHBIM C paclpoCTpaHeHueM WH(POPMAIIHH.
TpeboBaHus K JETOBBIM MChMaM, CBSI3aHHBIM C OOpAILlEHUSIMU 10 BBIIIOJHEHUIO TEX HIIH
WHBIX JAEHCTBUI WIIM OKa3aHUIO YCIIYT.

TpeboBaHus K TUCEMaM-OTBETAM.

TpeboBanus K IHUCbMaM MIPETEH3HOHHOTO XapaKTepa.

TpebGoBaHuA K AETOBBIM TUCHMaM, CBSI3aHHBIM C BBIPRKEHHWEM BHIMAHUS U YIaCTHSI.
TpeboBaHMs K peKOMEHAATENEHBIM MHCHMaM.

TpebGoBaHUA K COMPOBOANTEIHHBIM ITHCHMaM.

TpeboBanus kK 0HOPMIICHHUIO aKTOB.

TpeboBanus Kk 0HOPMIICHHIO JOKJIAIHOH, CIY>KeOHOH U 00BSICHUTENBHON 3aIIHCOK.
TpeboBanus kK 0HOPMIICHHIO CIIPABOK.

TpeboBanus Kk 0HOPMIICHHIO CBOJIOK, 3aKJIIOUEHHUH, OT3BIBOB.

TpeboBanus Kk 0HOPMIICHHIO MTEPEYHEH, CITCKOB.

TpebGoBaHuA K IEPBUYHON YUETHON TOKYMEHTAIUH 10 JINYHOMY COCTaBY.

TpeboBaHus K YaCTHBIM (JINUHBIM) JOKYMEHTaM.

HTorosblii TecT 3a 2 pazaen



Bompoc 1
Kto oopmisieT yueTHbIE JINYHBIC KAPTOUKH:
Bribepute oquH OTBET:
a. pabOTHHK TI0 KaJpam
b. pykoBoUTEH CTPYKTYPHOTO TIOAPA3ACTICHHUS
C. 3aMECTUTEIIb PYKOBOJIUTEIIS OpraHU3aliH

d. paGoTHHK

Bormpoc 2
CornacHo CTaHAaPTU3UPOBAHHOMY ONPEAETICHUIO, BH]] MMCbMEHHOTO IOKYMEHTa — 3TO:
BribepuTe oguH OTBET:
a. o UIANIbHBIN JOKYMEHT, CO3IaHHBIA B TUCBMEHHOM BU/IE
b. HaumeHOBaHKEe TOKyMeHTa, 0()OPMIICHHOTO M0 YCTAHOBICHHBIM MPaBHIaM MAIIHHOUCHBIM CIIOCOOOM

C. NpMHAJIC)KHOCTh MMCbMCHHOT'O JOKYMCHTA K CUCTEME JOKYMCHTAIMH IO IIPU3HAKaM COACPKAHUA U
OCJIICBOT'O HA3HAYCHUS

d. pa3HOBHHOCTb TOKYMEHTA, UCIIOJHEHHOT0 IrpaduuecKMMH 3HaKaMK — OyKBaMHU, IIU(pamH,
ueporiupamu

Bompoc 3
CornacHo CTaHAaPTU3UPOBAHHOMY OIPEIETICHHI0, YHUPHULIMPOBaHHAS (OpMa JOKYMEHTa — 3TO:
Bribepute oiMH OTBET:

a. MHpOpMAITHS, 3alTUCaHHAast Ha Pa3InYHBIX HOCHTEISX [0 YCTAHOBJIEHHBIM MpaBHIIaM

b. COBOKYITHOCTb PCKBHU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHUU C PCIIACMBIMHU B HaHHOﬁ C(bepe
ACATCIIBHOCTH 3ala4aMU U PACIIOJIOKCHHBIX B ONPEACIICHHOM IMOPAAKE Ha HOCHUTEIIC I/IH(i)OpMaHI/II/I

C. Ha60p PCKBU3UTOB 0(1)I/II_II/IaJ'IBHOFO MNHUCBbMCEHHOT'O JOKYMCHTA, PACIIOJIOKCHHBIX B OHpCHGHGHHOﬁ
IIOCJICAOBATCIIbHOCTH

d. Ha6op PCKBHU3UTOB, I/I,I[CHTI/I(I)I/ILII/IPYIOH.[I/IX aBTOpa 0(1)I/ILII/IaJ'IBH01"O NMUCBbMCHHOTO TOKYMCHTA

Bompoc 4
YHubukaius 10KyMEHTOB — 3TO:

Bribepure oauH OTBET:



a. MpUMEHEHNe TaOJIHIl U aHKET
b. onpenenenue nopsiaka ohopmMICHUS JOKYMEHTOB
C. CBeJIeHNEe K MUHUMYMY pa3HO00pa3ust BU0B U (hOPM TOKYMEHTOB

d. pa3paboTka «mabIoHay T0KyMEHTa

Bomnpoc 5

CornacHo CTaHIAPTU3NPOBAHHOMY OIPE/IEICHUI0, OPTaHN3alMOHHO-PACTIOPSIIUTENBHBIN TOKYMEHT —
3TO:

BribepuTe oquH OTBET:

a. JOKyMEHT, CO3IaHHbIH IOPUINYECKUM WX GU3HUECKUM JIULOM, ODOPMICHHBIA U YIOCTOBEPEHHBIN B
YCTaHOBJICHHOM TIOPSAIKE U HCIIOJIb3YEMBIH B TEKYIIEH NeATeIbHOCTH OPraHNU3aluu

b. B MMCEMEHHOTO JOKYMEHTA, OTPAKAIOIINIA JOKYMEHTHPOBAHUE
OPraHU3alMOHHO-PACIIOPSAUTENBHON AEATENbHOCTA OPTraHOB, OPTaHU3alMi U TOJKHOCTHBIX JIUIL

C. BHJI MTUCHBMEHHOTO JOKYMEHTA, B KOTOPOM (PUKCHUPYIOT pelleHre aAMIUHACTPATUBHBIX U
OpFaHI/I3aHI/IOHHI>IX BOHpOCOB, a TaK¥XKe BOHpOCOB ynpaBneHI/m, B3aHMOILeI>'ICTBHﬂ, 06CCHG‘-IGHI/IH u
PETYINPOBaHUS AEITEIHPHOCTH OPTraHOB BIACTH, YUPEKACHUH, IPEATIPUSITHNA, OPraHU3aIUi, UX
MOApPa3AEIECHUN U TOJKHOCTHBIX JIMI]

d. HepBH‘IHLIfI, MHUHHUMAaJIbHBIA 3JIEMEHT CUCTEMBbI OpraHI/ISaHHOHHO-paCHOpHZ{HTeHLHOﬁ JAOKYMCHTAallH

Bormpoc 6

Kaxwue noacucremsl HE BXoIT B cucTEMY OpraHU3alMOHHO-PACTIOPSAMTEIBHON TOKYMEHTAIINH:
BeiOepuTe OIMH OTBET:

a. OPraHM3aIMOHHO-IIPABOBas IOKYMEHTALHSI

b. mnanoBast JokyMeHTaIHs

C. pacropsiiuTebHast JOKYMEHTAIHSI

d. I/IH(i)OpMaLII/IOHHO-CHpaBO‘lHa}I AOKYMCHTal U

Bompoc 7

B kakom kogoBoM 0003HaYeHuH yHUGUIHPpoBaHHOH GopMmbl qokymeHTa 05080819, cornacno OKVY /],
BEPHO OTpaKeHbI IUGPOBBIC MPU3HAKHU KITacCH(UKALINU:

Bribepure oguH OTBET:

a.19- KOHTPOJIbHOC YHUCJIO, KOTOPOC BBOAUTCS BO n30eKaHNE OIIMO0K IIPpU CYUTBIBAHUU U UCTIOJIB3YCTCH
IIpU MPOBCPKE 3allMCH KOJa



b. 80 — moakacc Gopmsl, T.€. OOLIHOCTH COJCPIKAHUS MHOKECTBA OPM TOKYMEHTOB U HAIPaBICHHOCTD
WX UCIIOJTb30BaHUS

c. 050 — knmacc GOpMBEI, T.e. MPUHAIICIKHOCTh YHHQUITUPOBAHHON (POPMBI JOKYMEHTA K
COOTBETCTBYIOIICH YHU(PUIIMPOBAHHON CUCTEME JOKYMEHTAIIMU

d. 081 — peructpanoHHbI HOMEp YHHDUIIMPOBAHHON (HOPMBI JOKYMEHTA BHYTPH IOIKIacCa

Bompoc 8
Ha xakue THITBI TOIPa3IeNAOTCS JOKYMEHTBI TI0 IIPOUCX OXKICHUIO:
Bribepute oquH OTBET:

a. BXOJISAIINE/ UCXO NS/ BHY TPEHHIE

b. naIMBHYaTBHBIC/ TpadapeTHBIC/ THIIOBBIC

C. TU4HBIe/ OPUIHATTEHBIS

d. obreocTymHble/ KOHGHICHITHATbHBIE/ CEKPETHBIC

Bomnpoc 9

Kakoii TOKyMEHT SBIISICTCS OCHOBHBIM JIOKYMEHTOM O TPYIOBOM JESITEILHOCTH U O TPYIOBOM CTaXe
paboTHHKa:

Bribepure oiiH OTBeT:
a. CTPaxoBOE CBHJIETENHCTBO TOCYIAPCTBEHHOTO TIEHCHOHHOTO CTPAaXOBAHHUS
b. yuetnast nmuuHast KapTouka
C. TPYy/I0Basi KHHYKKA

d. mencuonHoe YAOCTOBEPCHUC

Bormpoc 10

Ha kakue TUIIBI TOAPA3IEISOTCS JOKYMEHTHI IO CIIOCO0Y M3JT0KEHHS:

Bribepute ouH OTBET:
a. MICchMa/TenierpaMMbl/ TeleoHOrpaMMBbl/ TEJIEKChI/ (paKCorpaMMbl/ HIEKTPOHHbIE COOOIICHHS
b. nanuBHuayansHbIe/ TpadapeTHbIE/ TUIOBBIC
C. MOJIMHHUKH/ KOHHU/ TyOJINKAaThI

d. obmenocTynubie/ KOHGUAEHIHATBHBIE/ CEKPETHBIE



Bompoc 11
[To kakoMy MpU3HAKY JTIOKYMEHTHI ITOAPA3ACISIOTCS Ha MOATUHHUKY (OPUTHHANBI)/ KOTIUW/ TyOJTUKATHI:
Bribepute oquH OTBET:

a. mo hopme MmpeACTaBICHUS

b. mo chepe nesrensHOCTH

C. 1o croco0y mnepenadn

d. mo crenenn TOAJITMHHOCTH

Bomnpoc 12
CoryacHO CTaHIaPTU3UPOBAHHOMY OIPEIENICHUIO, CUCTEMA JOKYMEHTAIUU — 3TO:
BribepuTe oguH OTBET:
a. COBOKYITHOCTb JIOKYMEHTOB, 00pa3yIOIIUXCs B IATEIBHOCTH IOPUANMIECKOTO WK (PU3UUECKOTO JINIA

b. KOMIIJICKCBI JOKYMEHTOB, OTpaKarouiue rnmpou3BOJACTBCHHLIC, YIIPABJICHUCCKHC, (bI/IHaHCOBBIe
MPOLIECCHI NPEINPUATHI, OpraHu3aluil, yupexaeHuil

C. cucTeMa HOPMAaTUBHBIX aKTOB, PETTIAMEHTUPYIOIUX JOKYMEHTHPOBAHHE NEeSTEIbHOCTH U
JOKYMEHT0000POT NPEANIPUATHI Pa3IMUHbIX OPraHU3aOHHO-TIPABOBLIX (hopM

d. COBOKYITHOCTh JIOKYMEHTOB, B3aMMOCBSI3aHHBIX 110 MPU3HAKAM MPOUCXOXKICHNUS, Ha3HAUCHHUS, BUJIA,
cdepsl AeATeIbHOCTH, €AUHBIX TPEOOBaHUN K MX 0(OPMIICHHIO

Bompoc 13
Kakwue BUjIbI IUCIMIUIMHAPHBIX B3LICKAHUI BIIMCHIBAIOTCS B TPYIOBYIO KHIKKY:
BeiOepuTe OIMH OTBET:

a. B3BICKAHHS B TPYIOBYIO KHUKKY HE 3aITHCHIBAOTCS

b. yBonsHEHHE

C. CTPOTHil BBITOBOP

d. Bce BUJIbI JUCHUIUIMHAPHBIX B3BICKAHUI BIIMCEIBAIOTCS B TPYAOBYHO KHUKKY

Bompoc 14

Kakoii 1okyMeHT He BXOANUT B KOMIUIEKT JOKYMEHTOB O KOMaHJUPOBAaHUH C KOJJOBBIM 0003HAYEHHUEM
dopmer T:

Bribepure oauH OTBET:



a. KOMaHJJPOBOYHOE YJIOCTOBEPEHUE PAaOOTHHUKA

b. mpuka3 (pacrnopspkeHre) 0 HalpaBIeHUU OTACIBHOTO paOOTHHKA WIH IPYIITBI PAOOTHUKOB B
KOMaHIUPOBKY

C. CIy»e0HO€ 3a/laHKe C OTYETOM O €T0 BBIOJHEHUH
d. aBaHCOBBII OTYET
Bompoc 15

Ha xakwie rpymmsl nensites opunuaibHble JOKYMEHTH 0 cepe nesTenbHOCTH (10 (yHKIIHOHATEHOMY
MIPU3HAKY):

Bribepute oquH OTBET:
a. yHu(UIUPOBaHHbIE/HEYyHU(DUITUPOBAHHEIE
b. yHKIIFIOHATBHBIE/OTPACICBEIE
C. opuMansHbeIe/HeOPUIHATHHBIE

d. ympaBlieHYeCKHEe/TEXHUIECKHE

Bomnpoc 16
Kakoil TOKyMeHT HeNb3s1 OTHECTH K JIMYHBIM JOKYMEHTaM:
Bribepute oiMH OTBET:

d. XapakTepUuCTUKA

b. pesrome

C. TMYHAast KapTOUKa

d. aBrobuorpadus

Bompoc 17
CoriacHo CTaHJAaPTU3UPOBAHHOMY ONPECICHUI0, YHU(DUITMPOBaHHAS CUCTEMA IOKYMEHTAIMN — 3TO:
Bribepure o1H OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB, B3aUMOCBS3aHHBIX 110 IIPU3HAKAM IIPOUCXOXKICHYsS, HA3HAUYCHHUS, BUJIA,
cdepsl AeSTeIbHOCTH, €ANHBIX TPEOOBAHHUN K X 0(OPMIICHHIO

b. cucrema nOKyMeHTaIMH, COCTaBICHHE U 0POPMIICHHE KOTOPOH PErIaMeHTHPOBAHO HOPMATHBHBIMH
aKTaMu

C. cucTeMa JJOKYMEHTAIIMH, CO3/IaHHas 110 eIMHBIM ITPaBHIaM U TPeOOBaHUSM, COJCpIKaIas
UHGPOPMAITUIO, HEOOXOIUMYIO IS YIIPABJICHUS B ONIPEACICHHON cepe NeATeIbHOCTH

d. cucrema JTOKYMEHTALUH, UMEIOTIast SIUHbIA (GOPMYIISp



Bompoc 18

Kaknm AOKYMEHTOM JOJDKHBI PYKOBOJACTBOBATHLCA ACIONPOU3SBOAUTEIN ITPU JOKYMEHTUPOBAHUU 3TAIlOB
TPYAOBOI'O IUKJIA — OT MpUeMa Ha pa60Ty HOBOT'O COTpYAHHKA N0 €TO YBOJbHCHUA:

Bribepute oauH OTBET:

a. 'ocynmapcTBeHHas crucTeMa JOKyYMEHTAIlMOHHOTO o0ecriedeHns yrnpaBieHnss. OCHOBHBIE MOJIOKEHUSI.
OO61mue TpeOboBaHus K JIOKYMEHTaM U CITy)K0aM JJOKY-MEHTAIIMOHHOTO 00SCTICUCHHUS

b. TOCT PTOCT P 7.0.97-2016 «YHuduimpoBanHasi CHCTEMa OPraHU3aIHOHHO-PACIIOPSANTENLHOM
nmokymMmeHTaru. TpeboBaHus K 0POPMIICHUIO IOKYMEHTOBY

C. Ab60M yHU(UIIMPOBAHHBIX (OPM MIEPBHYHOHN YUETHOM JOKYMEHTALIMH IO YUETY TPYAa U €ro OIJIaThl,
yTBepkIeHHbIM locTanoBnenuem I'ockomcrara Poccun

d. O6miepoccuiickuii KtacCU(PHUKATOP YIPABICHYSCKON JOKYMEHTAUH

Bomnpoc 19
Kakas s3p1k0Bast popMyina ymMecTHa B 3asIBIICHHUH:
BribepuTe oiuH OTBET:

a. «B MOl Ipoch0e MPOITy HE OTKA3aTh...»

b. «3apanee npusHaTeNCH»

C. «BecbMa yOenuTenbsHO Bac npormry»

d. «mporry Bamrero coriacus Ha...»

Bomnpoc 20

Kaxkue ai1eMeHTEI IBIISIIOTCS CAMBIMH KPYIHBIMU CTPYKTYPHBIMU 3JICMCHTAMHU JJOKYMCHTA KaK CUCTCMBI:
Bribepure oguH OTBET:

a. cogep:xanue u popma

b. 3aronoBouHas, comepkaresibHasi 1 0GOPMIISIOIIAst YACTH

C. PEKBHU3HTEI

d. cmyxebHOe 1 paboyee moe JOKyMEHTa

Bompoc 21

[Iponomxute onpeaenenue: GopMyssip TOKYMEHTa 3TO - ...



Bribepute oquH OTBET:

a. Ha60p PCKBU3UTOB Oq)HHI/IaJ'ILHOI‘O NHUCbMCEHHOT'O JOKYMCHTA, PACIIOJIOKCHHBIX B OHpCILGHGHHOﬁ
MOoCJICa0BATCIIBHOCTHU

b. Ha6op PCKBHU3UTOB, I/II[eHTI/I(l)I/IHI/IpyIOHII/IX aBTOpa O(I)I/IHI/IaJ'IBHOFO MUCBbMEHHOT'O JOKYMCHTA

C. 3ahuKkcUpOBaHHAs HA MaTEPUAIILHOM HOCHTENE HHQOPMAIHS C PEKBU3UTAMH, TO3BOJISIOIINMH €€
UACHTHUQHULINPOBATD

d. BHYTPCHHAA (bOpMa JOKYMCHTA, OpCAC/IAronas CTPYKTYpPY TCKCTAa U €T0 A3bIKOBBIC 0CO0EHHOCTH

Bompoc 22
[Ipomomxute onpeaenenue: OIaHK TOKYMEHTa — 3TO ...
Bribepute ouH OTBET:

a. MOZIeTIb IOCTPOCHUS JOKYMEHTA, YCTaHABIMBAIOIIasl 00JacTh IPUMEHEHNUs, (OpMaThl, pa3Mephl MoJIeH,
TpeOOBaHUs K MOCTPOCHUIO KOHCTPYKIIMOHHOM CETKH M OCHOBHBIE PEKBU3UTHI

b. TumoBas Mozenb, coaepKalas COBOKYIMHOCTh 00513aTEbHBIX PEKBH3UTOB, CBOMCTBEHHBIX TIOKYMEHTaM
YHU(DUIUPOBAHHON CHCTEMbI OpraHU3aIIMOHHO-PACTIOPSANTEFHON TOKYMEHTAIIMN U PACIIONOKEHHBIX
oTIpeieIeHHBIM 00pa3oM

C. HaOOp PEeKBU3UTOB O(QUIIMATHLHOTO MMCHMEHHOTO IOKYMEHTA, PACTIONIOKEHHBIX B ONIPeIeIEHHON
MOCJIEIOBATENBHOCTH

d. Habop pEeKBU3UTOB, HACHTU(DUIMPYIOIINX aBTOpa OHUIUATIEHOTO TMCBMEHHOTO IOKYMEHTA

Bompoc 23
Kakoe komoBoe o0o3HaueHne Ha qokymente HE naentuduuupyer aBropa:
Bribepute oiMH OTBET:

a. O'PH

b. MHH/KIIIT

c. OKY I

d. OKIIO

Bompoc 24
Kakoii u3 nepednciieHHbIX peKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YIOCTOBEPEHHUS:
Bribepure ouH OTBET:

a. OTTUCK IIeYaTHu



b. rpud yrBepxIeHS
C. rpud coriacoBaHUs

d. nonmuce

Bompoc 25

Ha xakom Buie IMYHBIX TOKYMEHTOB O(OPMIISICTCS aJIpecar:
Bribepute oquH OTBET:

a. XapaKTeprCcTUKa

b. moBepeHHOCTH

C. pe3tome

d. 3agBneHune

Bomnpoc 26

KakoMy MOHSTHIO COOTBETCTBYET CICAYIOIIAS XapaKTEPUCTHKA: «3TOT HOPMYJIISIp XapaKTepU3yeTcs
oIpesieIeHHBIM KOJMYECTBOM PEKBU3UTOB, PACIIONIOKEHHBIX B CTPOroif MoCIeA0BaTeIbHOCTH, U
XapaKTepeH AJIsl KOHKPETHOIO BUIA TOKYMEHTOB, HAalPUMEP, IPUKa3a, aKTan:

Bribepute oiMH OTBET:
a. TUIIOBOH (hOpMYJISIp
b. bopmysp
C. popmysip-obpazen

d. uHAMBUIYANBHBII HOPMYJISIP

Bompoc 27

KakoMy TOKyMEHTY COOTBETCTBYET CIEAYIOIIas XapaKTePUCTHKA: «ITO MUCHMEHHOE ITOJTHOMOYHE,
BBIJJaBAEMOE OJITHUM JIMLIOM (YUPEKACHUEM) IPYTOMY JIUILY JUIS NPEACTaBUTEIbCTBA MEPe] TPEThUM
JULOM.

BriGepute OMH OTBET:
a. pacrucka
b. 3asBienne
C. JIOBEPEHHOCTD

d. cipaBka



Bompoc 28

Ha xaxue BupI mogpazaenstorcs OJaHKH JOKYMEHTOB 110 PAaCTIONI0KEHHIO peKBU3uTOB cornacHo 'OCT P
I'OCT P 7.0.97-2016:

BribepuTe oauH OTBET:
a. yIJIOBBIE W TIPOJIONILHEIC
b. oOmuit 6;aHK, OaHK MUChMa, OJTaHK KOHKPETHOTO BHA JOKYMEHTA
C. OaHK opraHu3aIy, OJJAHK CTPYKTYPHOTO TIOJPa3/ICIICHUs OPraHU3alnH, OJaHK TOJKHOCTHOTO JIUIA

d. LeHTpHPOBaHHBIC U (IaroBbie

Bomnpoc 29
OTMETUTE BOTIPOC

Kakoe onpenenenue 0puInuecKon CHIbl JOKYMEHTA SIBIISICTCS CTAaHAAPTU3UPOBAHHBIM (3aKPEIJICHO B
['OCT P 51141-98):

BribepuTe oguH OTBET:

a. IOpUIMYECKast CHyIa JIOKYMEHTa — 3TO CBOMCTBO O(HIIMAIBHOTO JJOKYMEHTa, COO0IIIaeMoe eMy
JICUCTBYIOIIMM 3aKOHOJIaTEIbCTBOM, KOMIIETEHIIMEN U3/IaBIIETO €ro OPraHa U YCTAHOBJIEHHBIM MOPSIKOM
odopmteHUs

b. ropunuyeckas cuia JOKyMEHTa — 3TO CIIOCOOHOCTD YIIPABJICHYECKOT0 JOKYMEHTA BBICTYIATh B
KadyecTBE 003aTeIbHOO ISl yYaCTHUKOB YIPABJICHHUS: OPIaHOB YIIPABICHHUS, UX CTPYKTYPHBIX
NoJpa3aeNeHui, 0OIECTBEHHBIX OPraHU3alui, JOIKHOCTHBIX JIUII, TOCYAaPCTBEHHBIX CIYXKAIIUX U
rpaxaaH

C. FOpUMYECKAs CHJIa JIOKYMEHTA — 3TO COOTBETCTBUE JIOKYMEHTUPOBAHHOM MHGOPMAIIUH TPeOOBaHUSIM
O(UIMATILHOCTH, IOCTOBEPHOCTH, 00BEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAHHBIM Ha 3aKOHOJIATEIILCTBE

d. ropuanyeckas cuiia JOKYMEHTa — 3TO YCIOBHE, TIPH KOTOPOM HH(OpMAIIHS JOKYMEHTa MOXKET ObITh
UCIIONb30BaHa B chepe yrnpaBieHus 03 COMHEHHS B €€ JOCTOBEPHOCTH JIJISl OCYIIECTBIICHUS JIFOOBIX
NEUCTBUHI

Bompoc 30
OTMETUTE BOTIPOC

Kakomy TepMHHY COOTBETCTBYET CIIEYIOLIEE CTAHAAPTU3NPOBAHHOE OTIpeiesieHHe (3aKpeIruIeHHOE B
T'OCT P 51141-98): «.... — 3TO mpOCTaBIeHNE HEOOXOTUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX MTPABUIAMHU
JOKYMEHTHUPOBAaHUSI»:

Bribepute oquH OTBET:

a. oopMIICHHE TOKYMEHTA



b. yHudukamus 1oKkymeHTa
C. popmysip-oOpasen

d. cocraBneHue JOKyMeHTa

Bompoc 31
OTMeTUTH BOIPOC

Kakoit JOKYMECHT ABJIACTCA OCHOBHBIM aKTyaJIbHbIM HOPMAaTHBHBIM JOKYMEHTOM B 00JIaCTH COCTABJICHUS
u O(bOpMJ'IeHI/Iﬂ OpFaHI/ISaHI/IOHHO-paCHOpﬂI{HTeJ’ILHOﬁ JAOKYMCHTaAllMU:

BribepuTe oquH OTBET:

a. 'OCT P 6.30-2003

b. [IpaBuna nea0npon3BoACTBa B (heepabHbIX OpraHax UCTIOTHUTEIBHOW BIACTH, YTBEPIKICHHbBIC
IToctanosnenuem IIpaBurensctBa PO ot 15 uronst 2009 r. Ned77

c. OKY /] — OK 011-93. Obmepoccuiickuii KIaccu(huKkaTop yrmpaBIeHIECKOH JOKYMEHTAIINH,
yrBepxaeHHbIH [locranoBnennem 'occrannapra PO ot 30 nexabps 1993 r. No229

d. TCJOY — I'ocymapcTBeHHast CHCTEMa JOKYMEHTAIIMOHHOTO obecrieueHus ypasicHus. OCHOBHBIC
nosiockeHus1. O01He TpeOOBaHUs K JOKYMEHTaM U CITy)K0aM JJOKYMEHTAIIMOHHOTO 00SCIICUeHHUS,
yTBepxaeHHas nprka3oM [ maBapxua CCCP ot 23 mas 1988 r. Ne 33

Bomnpoc 32

B kakoM ciydae yupexJIeHUEe UMEET MPaBo yI0CTOBEPSTh JJOBEPEHHOCTh Ha MOTYYCHUE JICHEHKHOTO
BKJIa/1a B OaHKE:

BribepuTe oguH OTBET:

a. €CJIM IOBEPUTEIh U JINIIO, KOTOPOMY OH JIOBEPSET, SIBISIFOTCS TpaskanaMu Poccun, XOTS 1 He SBIISIOTCS
paboOTHUKaMU TAHHOTO YUPEKACHUS

b. ecnu JOBCPUTCIIb ABJIACTCA pa6OTHI/IKOM AAHHOT'O YUYPCXKIACHU:, a JIMIO, KOTOPOMY OH OOBECPACT, HE
SABIIACTCA pa6OTHI/IKOM JAAaHHOT'O YUYPCIKACHUA

C. €CJId JJOBEPUTEIIb HAXOJUTCS HA CTALlMOHAPHOM H3JICUCHHUM, HO SBIISCTCS pa6OTHI/IKOM JaHHOI'o
YUPCKIACHUA, U JIMITO, KOTOPOMY OH JOBEPSCT, TAKIKE ABJIACTCA paGOTHI/IKOM JaHHOI'O YUPCKIACHUA

d. ecn JOBCPUTCIIb HE ABJISICTCA pa6OTHI/IKOM JAHHOT'O YUYPCIKACHUA, a JIUIO, KOTOPOMY OH OOBEPACT,
SABJISICTCA pa6OTHI/IKaMI/I JaHHOI'O YUYPCKIACHUA

Bompoc 33
OTMeTHUTH BOIIPOC

Kak mmepeBouTCs ¢ TaTHHCKOTO TEPMUH «PEKBH3HUT» (11aT. requisitum):



Bribepute oquH OTBET:
a. MUHMMAaJbHas 4acTb
b. Tpebyemoe, HeoOX0MMOE
C. CTPYKTYPHBIH 3JIEMEHT

d. atpuOyT comepxaHus

Bompoc 34

KakoMy TepMHHY COOTBETCTBYET CIIEAYIOIIEe CTaHIaPTU3UPOBAHHOE OIIPEACIeHHE (3aKPEIUICHHOE B
I'OCT P 51141-98): «... — 3T0 00s3aTeNBHBIN 2JIEMEHT 0POPMIICHUS O(DUIIUATEHOTO IOKYMEHTa:

BribepuTe oquH OTBET:
d. pCKBU3UT JOKYMCHTA
b. 3aronoBouHas 4yacTh TOKyMEHTa
C. pabodee moJe TOKyMEHTa

d. GyaHK JOKyMeHTa

Bompoc 35

Kakott Habop mudp B kogoBoMm o603HadeHnn hopmel JokyMeHTa 0720302 o6o3Hagaet kimacc Gpopmbl
JIOKYMEHTa:

BribepuTe oguH OTBET:
a. 20
b. 07
c. 302

d. 203

Bompoc 36

Ha xakux ¢opmax npocraBusieTcst Ko OpPMbI JOKYMEHTA:
Bribepute oauH OTBET:

a. Ha Bcex OaHKax

b. Ha yHuuIMpoBaHHBIX Gopmax

C. Ha BCEX JOKYMECHTaxX



d. Ha HeYHH(UIIMPOBAHHBIX (OpMax

Bompoc 37
Kakwue criocoOb1 oopmienus natel cootBeTcTBYIOT TpedoBanusm ['OCT P 7.0.97-2016:
1. 09.03.13;
2. 09 mapra 2013 r;
3. 09 mapra 2013 rona;
4.09.03.2013 r;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bribepute ouH OTBET:
a.l1,4,7
b.2,6,7
C. BCE BapUAHTHI, KPOME 5

d. Bce BapuaHThI, KpoMme 3

Bomnpoc 38

Kakoii a5ieMeHT perucTpaiioHHOTO HoMepa JOKYMEHTA SBJISIETCS 00S3aTeIbHBIM:
Bribepute oiMH OTBET:

a. MHJICKC JIeNa 110 HOMEHKIIAType JIen

b. urpopmanus 06 UCHONTHUTETSIX

C. uH(opMAaIIKsA O KOPPECIIOHACHTE

d. mopsiIKOBBI HOMEP

Bomnpoc 39
VYxkaxure BEPHOE BrIcKa3biBanue:
Bribepure o1H OTBET:

a. Ha Gianke muchMa MpOCTaBIISCTCS OTPaHUYHUTEIbHAS OTMETKA JUIs pekBU3nTa «CChlTKa Ha
PETUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTay» CIIeIYIONIM 00pa3oM: « oT




b. Cenenust B pexBusnte «Cchlika Ha PETHCTPAIMOHHBIH HOMEp U IaTy JOKYMEHTa MPUCBAUBAIOTCS
OpraHu3aIrei-aBTOpOM OTBETHOTO NMHChMa

C. PexBusut «Cchblika Ha AaTty u peFHCTpaHHOHHBIﬁ HOMEDP JOKYMEHTAa)» 3aIll0JIHACTCA B IPEUMYIICCTBEHHO
B nucbMax-oTBeTax. CBeICHUS B PCKBU3UT NEPEHOCATCA C MOCTYIIMBIICTO JOKYMCHTA

d. Yka3aHue 1aHHBIX O TIOCTYIUBIIEM MHChME Ha OJaHKe MUChbMa B BH/IE OTJEIBHOTO CCHUIKH Ha
PETUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTA He UCKIII0YaeT HEOOXOIMMOCTH CChUIAThCS Ha HUX B TEKCTE
OTBETHOIr0 MKUChMA: B HaUajle TEKCTa NUchMa Beeraa ciaeayer nucatsh «Ha Bamr Ne ... ot ...»

Bompoc 40

B kakom mangexe YKa3bIBalOT HAUMCHOBAHUE OpTaHU3AlINU U €€ CTPYKTYPHOI'O NOAPAa3ACICHUA B
PECKBU3UTEC ((AZIpCC&T))Z

BribepuTe oguH OTBET:
a. B POJUTEIILHOM

b. B umenureasHOM

C. B IaTCILHOM

d. B mpeaioxxHOM

Bomnpoc 41

Ha xakux noxymenrax HE odopmusieTcst pekBu3nT «Aapecaty:
Bribepure oguH OTBET:

a. cIIpaBKa

b. mucemo

C. ciy>xeOHasi, TOKJIaHasl U OOBSICHUTENbHAS 3aIIUCKU

d. TODKHOCTHAST HHCTPYKITHSI

Bompoc 42

Kakoii pexkBU3UT 0opmIIsieTcs MOCIeIHUM Mepe TeM, KaK JTOKYMEHT Oy/eT OTIpaBlieH Ha XpaHEHHE:
Bribepure oMH OTBET:

a. OTMETKA O MOCTYIICHU! IOKYMEHTa B OPTaHU3aIHIO

b. ormeTka 06 ucnonHuTENIC

C. rpud yTBEpKICHUS

d. ormMeTKa 00 UCTIOTHEHHUH JOKYMCHTAa 1 HAIIpaBJICHUU €T0 B ACJIO



Bompoc 43

Kaxoe odopmienne ocHoBanus nokymenta cootBetctByet TpedoBarmsam ['OCT P 30-2003 (B ckoOkax
0003HAYCH KITFOYCBOM TJ1aroJl pacropsIUTeILHON YacTH IOKYMEHTA):

Bribepute oauH OTBET:

a. Ha ocHOoBanmm mpukaza MunuctepcTBa oopazoBanus u Hayku PO ot 15 saBapst 2013 Nel5 «O nopsiake
npoBeneHus arrectaunu By308» (IIPUKA3BIBATO)

b. C nento ucrnonHenust npukasza pekropa 00 ykperieHun tpynoBoit auctuiuinabl (ITPEJJIAT ATO)
C. B ¢Bs131 ¢ HEOOXOTUMOCTHIO NCTIONHUTS TiprKa3 MuaUcTepcTBa (IIPMKA3BIBALO)

d. Bo ucnonuenune npukaza OAO «MMK» Ne 45 «O nopsiake 3akiaouenus qorosopos (ITPEJIJIATALO)

Bonpoc 44
OMb6emy u ToBapHBIN 3HaK HE Boctipou3BoasT Ha OaHKe, eCiii HAa HEM TOMeTIeH (-a):
Bribepute ouH OTBET:
a. pe3orouus
b. orTHCK repOoBoit eyaTH
. 'ocynapctennsrii repd Poccuiickoit @eneparnu

d. nonnuce

Bomnpoc 45

BribepuTe nmpaBritbHBIN BapuaHT 0hOpMIICHUS MTOJIIICH B PACTIOPSAUTEIILHOM IOKYMEHTE OpraHu3aiuu
(pukasze, pacropsHKEHNH):

Bribepute oiMH OTBET:
a.

I'enepanbHBIil qUpeKTOp [Toanuce
MLII. bensikos

12.12.2013
b.
T'enepanbHBII TUPEKTOP

000 «Kommac» TToamuce
M.II. bengkos

12.12.2013



I'enepanbHBIi JUPEKTOP

000 «Kommac» IMoxmnuce
M.II. beaskoB

d.

T'enepanbHbIit TUpPEKTOP Tloanuck
ML.IL. bensikos

Bompoc 46

Ha xaxoMm OK3CMILIAPE ACJI0BOr0 MMCbMa, MOATOTOBJICHHOM JJISA OTIIPABKU aApecaTy, IIPOCTABIAIOTCA
BH3bI:

Bribepute ouH OTBET:
a. Ha TO/IJIMHHUKE, OTIIPABISIEMOM afpecary
b. Ha KomuHK, MOMEIaeMoii B 16710 OpraHu3alum
C. Ha MAChbMax BHU3bI HE OQOPMIISIOT
d. Ha MOUTMHHUKE, OTHPABIISICMOM apecaTy, U Ha KOIHH, TOMEIIAeMOH B J€7I0 OpraHU3aIiH
Bompoc 47
Ykaxure BapuaHT oopMIIeHHSI OTMETKH 00 ucnoiaautene, ycraHosienHsid 'OCT P 6.30-2003:
Bribepure oguH OTBET:
a.
Ilecmpaxoea Onvea I ennadvesna
Ten. 22-34-75
b.
Ilecmpsaxosa O.1".

22-34-75

O.I". Ilecmpsxosa
22 3475
d.
HUcn. Ilecmpskosa Onvea I ennadvesna

22-34-75



Bompoc 48

Kakoit peKBU3UT UCTIONB3YeTCs ISl YIOCTOBEPESHUS SJICKTPOHHOTO JIOKYMEHTA!
Bribepute oquH OTBET:

a. 3NeKTpOHHasI U(POBast MOITUCH

b. unenTHhUKATOP IEKTPOHHON KOMUH TOKYMEHTA

C. ko1l pOpMBI JOKYMEHTA

d. peructpaMOHHBI HOMEP TOKYMEHTa

Bormpoc 49
Kakomy TepMHHY COOTBETCTBYET CIICAYIOIIAS XapaKTEPUCTHKA:

3T0 BU MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (DMKCHPYIOT pelICHUs aAMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIPOCOB, & TAKXKE BOINPOCOB YIPAaBICHHS, B3aUMOACHCTBHSL, 00ECIICUECHHS U
PEryJIUpOBaHUS IEATEIbHOCTA OPTraHOB BIACTH, YUPEXKACHUM, IPEANPUATUN, OpraHU3aLui, UX
MOZpa3AeIeHUN U JOJDKHOCTHBIX JINLL.

Bribepute ouH OTBET:

a. CITy>)KeOHBIH JJOKyMEHT

b. opunmaneHeiit HOKyMEHT
C. yIIpaBJICHYECKUI JOKyMEHT

d. opraHu3anMOHHO-PACTIOPSAUTEIbHBIN JTOKYMEHT

Bomnpoc 50

VY Kakoro BUJa OpraHu3alMOHHO-TIPABOBO JJOKYMEHTAIIMU TPEOOBAaHUS K TEKCTY YCTaHOBIICHEI B
3aKOHOJATEIbHOM MOPSAKE:

Bribepure oguH OTBET:

a. ITaTHOE paclucaHue

b. momKHOCTHAS MHCTPYKIVS
C. ycTaB

d. MHCTPYKIIHSI HOPMATHBHO-METOIUUECKOTO XapaKTepa

Bompoc 51



Onpenennre, K KAKOMY OPTaHU3AIIMOHHOMY JTOKYMEHTY OTHOCHTCS MpeaiaraeMblii (hparMeHT TeKcTa
JIOKyMEHTA!

1. @MpMéHHOé HAUMEHOBAHUE U MECTMOHAXO0COeHUEe 061/(4601’}16&1

1.1.1loanvim ghupmennvim Haumenosanuem ooujecmaa agisemces: O6wecmso ¢ 02paHuyenHol
omeemcmeennocmoio « MHUPy». Coxpawennoe ¢pupmennoe naumernosarnue oouecmea — 000 « MHUPy.

1.2. FOpuouueckuii adpec obwgecmsa: yin. Cpeduzemnomopckas, 0.1, e. Maenumoeopcx, Yenabunckas oon.,
Poccusa, 455012.

Bribepute oiuH OTBET:

a. MOJIOKEHUE 00 OpraHu3aIuu

b. ycras

C. paBHJIa BHELIHEH MEPENUCKH OPraHnu3aliu

d. MHCTPYKIHS 110 ETIONPOU3BOICTBY

Bomnpoc 52

Cpenu JToOKaTbHON OPraHU3aI[MOHHO-PACTIOPSAUTEILHON TOKYMEHTAIIUN BBICIIUM FOPUTUICCKUM
cTaTycoM o0Jaaer:

Bribepute oiMH OTBET:

a. OpraHu3aIOHHAs JOKYMEHTAIIUS

b. pactiopsiuTenbHas TOKyMEHTALHS

C. MH(OPMAITMOHHO-CIIPABOYHAS JIOKYMEHTALIHS

d. BCe rpymITBI OPraHU3aMOHHO-PACTIOPSIIUTEIBHON JOKYMEHTAIINH 00J1aIal0T OJIMHAKOBO BHICOKUM
IOPUANYECKAM CTaTyCOM

Bompoc 53

B kakom psijiy Bce IepeunciIeHHbIe BUBI JOKYMEHTOB OTHOCSTCS K OpTaHH3aIIMOHHO-TIPABOBBIM:
Bribepute oauH OTBET:

a. MOJIOKEHUE O CTPYKTYPHOM IOAPa3ACICHHUH, TOJDKHOCTHAS MHCTPYKIINS, aHATUTHYECKAs CIpaBKa

b. mpaBwa BHyTpEeHHETO TPYIOBOTO PACIOPSIKA, JOJDKHOCTHOM PErIaMeHT, aMIHUCTPATHBHEBIN
perJamenT

C. yCTaB, IITATHOE pacIMCcaHue, OTYET

d. yapeaurenbHsblii foroBop; yka3 [Ipesunenra PO; HHCTPYKIUS IO 1EIONPOU3BOICTBY



Bomnpoc 54
B xakux opranuzanusx moxxeT HE BecTuce kagpopasi foKyMeHTalusI:
Bribepute oquH OTBET:

a. KaJpoBas JOKYMEHTAIIHS BEJICTCS BO BCEX OPraHU3AIUAX HE3aBUCUMO OT UX OPraHU3alMOHHO-TIPAaBOBON
hopMBI

b. B HEKOMMEpPYECKHX OpraHH3aIUIX
C. B Ka3€HHBIX TOCYIAPCTBECHHBIX YUPEIKICHUIX

d. B aKIIHOHEPHBIX 00IIECTBAX

Bonpoc 55

Kakwue pacnnopAaUuTEIbHBIC JOKYMEHTBI U3JA0OTCA 11O OIIEPATUBHBIM BOIIPOCAM U IJIA OpraHu3allun
HCIIOJIHCHUSA APYTUX PaACTIOPAOAUTCIbHBIX JOKYMCHTOB:

BribepuTe oguH OTBET:
a. IPUKa3bl

b. pemrenus

C. IOCTAHOBJICHU:

d. pacropspkeHus

Bormpoc 56

Kakne pacrnopaauTCIbHBIC JTOKYMCHTBI OTHOCATCA K JOKYMCHTAM, CO31aBaCMbIM B YCIIOBUSX
KOJIJICTHAJIbHOCTH:

BriGepute OMH OTBET:
a. perieHus
b. mpuxassr
C. yKa3aHus

d. pactiopspkeHus



Bomnpoc 57
Kakxomy MOHSITHIO COOTBETCTBYET CIEIYIONIAs XapaKTEPUCTUKA:

DTO TOKYMEHT, CO/IePIKaIIHiA TPaBHiIa MOBEACHUS, PACIIPOCTPAHSIONINECS Ha HEOTPEAETICHHBIN KPYT JIHII,
W3JIaHHBIC HA OCHOBAHUH M BO MCIIOJIHEHUE (PeliepaabHOTO 3aKOHOIATEIILCTRA, 00s3aTeIbHbBIC IS
WCTIOJTHEHHS OpTraHaMH TOCYJapCTBEHHON BIACTH, MECTHOTO CaMOYIIPaBIICHUS, UX JOJDKHOCTHBIMHU
JTUIAMU, IOPUANYECKUME JTUIAMU U TPaKIaHAMH.

Bribepute oquH OTBET:

&. HEHOPMAaTUBHBIN NIPABOBOM aKT
b. HopMaTHBHBII TPAaBOBOIA aKT

C. IPaBOBOM aKT

d. HOpMBI ITpaBa

Bomnpoc 58

Kakumu cioBamMu qomKeH HAUMHATHCS TEKCT IpuKasa, €CJId €ro u3JIanuc BbI3BaHO HGO6XOI[I/IMOCTLIO
OCYHICCTBIICHUA COOCTBEHHOM ACATCIIBHOCTH 110 MHUIIMATUBE OpraHru3aluu:

BribepuTe oguH OTBET:
a. «Bo ucronaexHue...»
b. «BcBszuc...»

C. «Ha ocHOBaHHUH. ..»

d. «B cooTBeTCTBHH C....»

Bompoc 59

B kakoii yactu PaACoOpAAUTCIIBHOTO JOKYMCHTA HCO6XOI[I/IMO noMeniaTh NepeuUCHb JOKYMCHTOB,
YTPAaTUBIINX CUJTY WJIHA MOMJICIKAIIUX USMCHCHHUIO B CBA3U C U3JTAHUCM NJAHHOI'O aKTa:

Beibepute o1MH OTBET:

a. B IIEPBBIX MMYHKTAX PACHOPSIUTEILHON YacTh
b. B koHCTaTHpYIOIIICH YacTH

C. B KOHIIEC TEKCTa

d. B 1F000M IyHKTE pacHopsANTEIbHON YacTH



Bomnpoc 60
KakoMy NOHSTHIO COOTBETCTBYET CJICAYIOIIAs XapaKTEPUCTHKA:

JoxyMeHTHI, 00Tagaromue I0pUINIeCKON CIITON, N3aBaeMble PyKOBOJCTBOM OpPTaHU3AIUH H
coJiepKalle YIpaBICHUYECKUE PEIICHMS], HAIPaBJICHHbIC HA BBITTOJHEHUE TEKYIIUX U MEPCIIEKTUBHBIX
3a1a4:

Bribepure oauH OTBET:

a. OpraHU3alMOHHO-TIPABOBBIE TOKYMEHTBI

b. TOKYMEHTBI 110 JIMYHOMY COCTaBY

C. nH(POPMALMOHHO-CTIPABOYHBIC JOKYMEHTHI

d. pactiopsiTuTeIbHbBIE JOKYMEHTHI

Bomnpoc 61

Kakoit okyMeHT siBisieTcst 00s13aTeIbHBIM MIPU IOKYMEHTUPOBAHHU TPYAOBBIX OTHOIIECHUH MEKIY
pabOTHHKOM U paboTOIATENIEM:

Bribepute ouH OTBET:

a. Tpy/JoBast KHIKKA

b. pexxum Tpyna

C. JOJDKHOCTHAS! HHCTPYKIIHS

d. KOJIEKTUBHBII JTOTOBOP

Bomnpoc 62

[Tpu oTnpaBke Kakol pa3HOBUIHOCTH THChMa MOKHO OTPaHHUYUTHCS (PAKCHMWIIBHON CBSI3bIO HITH
3IIEKTPOHHOM MOYTOH 6€3 NOCHIIKM KOPPECTIOHACHTY MOJIMHHUKA!

Bribepure oguH OTBET:
a. peKJIaMHOI'0 IUChbMa
b. mucema-3anpoca

C. MMChMa-3aKasa

d. mucrMa-HATTOMUHAHUS

Bompoc 63



Kak momxen IMOCTYIIUTH UCIIOJTHUTEIIb, MMOJTOTOBUBIITUN IEJIOBOE IMHUCBMO, €CJIM PYKOBOJUTEIIb OTACIA
IJIAaHUPOBAHUA, BU3a KOTOPOI'O HCO6XOI[I/IMa, HaXoAUTCA B KOMaHIUPOBKE:

Bribepute oquH OTBET:

a. )KJaTh BO3BPAIIICHUS PYKOBOUTEIS OT/CIa INIAHUPOBAHUS U3 KOMaHJIUPOBKU
b. mepenath MUCHMO Ha MOAMTUCH PYKOBOAMUTEO 0€3 BU3BI

C. 3aBH3HPOBATh MMUCHMO Y 3aMECTHUTENS PYKOBOJAMTEIS OT/IEa TUIAHMPOBAHUS

d. 3aBU3HUPOBATH NMCBbMO CaMOMY

Bomnpoc 64

Uem muceMo-TipeuiokeHne (oepra) OTIIHYAeTCs OT PEKIIAMHOTO MTHChMA!

Bribepute ouH OTBET:

a. HampasJIACTCA MPOJABIOM NOTCHIMAJIBHBIM MOKYIIATEIAM C MPEAJIOKECHUECM TOBAPOB UJIN YCIIYT
b. He cBs3bIBaeT npoaaBa 00s13aTENBECTBOM MIPOJIAThH TOBAP

C. COZIEPKHUT HAMEPEHHUE 3aKIIOUYNUTh CAEIKY C YKa3aHHEM €€ KOHKPETHBIX YCIOBUM

d. cTuMynHpyeT UHTepeC K TOBapy M JKEJNaHHE ero MPHoOpecTH

Bomnpoc 65

K xakoi Pa3HOBUAHOCTHU IMUCEM OTHOCATCA MHUCbMaA, C IOMOIIBIO KOTOPBIX MPOCAT BBIC/IATH O(bI/IIII/IaJ'ILHI)Ie
CBCACHUS WU JOKYMCHTBI:

BeibepuTe o1MH OTBET:
a. MMChMO-U3BEIICHNE
b. mucemo-nipocrba

C. IMChMO-3aKa3

d. mrcbpMo-3ampoc

Bompoc 66
Opranu3zanyst Mojay4usia MUCbMO-TIPOChOy CIEAYIOMIEr0 COACPKaHMUS:

IIpocum Bac npenoctaBUTh MECTO JUIsl IPOXOKACHUS MPEIAUINIOMHON NPAKTUKHU CTYAEHTKE 5 Kypca
0uHOH Qopmbl 00yyeHHs PaKyIbTeTa MeIarornieckoro 00pa3oBaHus U cepBUCHBIX TexHoJoruii ®I'BOY
BIIO «Marautoropckuii rocy1apcTBEeHHBIN YHHBEPCUTETY, 10 HANIPaBIEeHUIO «Jl0OKyMeHTOBeIeHNE 1
apxuBoBeaeHue» MenBeneBoit AnHe AuapeeBHe ¢ 01 ¢eBpais no 28 mapra 2013 .

YkaxuTe, KaKol U3 BApUAHTOB OTBeTa OyZeT OoJiee MPaBUIIbHBIM:



Bribepute oquH OTBET:
a.

Coo0mraeM, 9TO HaIlla OpPraHu3aus MPEAOCTABUT MECTO IS MTPOXOKICHUS IPAKTHKH JUTSI BaIIeh
CTYJICHTKH.

b.

Ha Bame muceMo oT ... Ne ... cooOImaem, 4To TOTOBbI MPEAOCTABUTH MECTO JUIS
MPOXO0XKICHUATIPEUIMIZIOMHOM MPAKTUKHU CTYICHTKE 5 Kypca ouHOM (JOpMbI 00yUeHus (akyJibTeTa
Mearoruaeckoro 00pa3oBanms u cepBUCHBIX TexHojoruit ®I'BOY BITO «Marautoropckuit
TOCYJAPCTBEHHBIA YHUBEPCHTETY, IO HATPABJICHUIO «J[OKyMEHTOBEICHHE 1 apXUBOBEICHUEC)
MengeneBoit Aune Auapeesne ¢ 01 ¢erpans o 28 mapra 2013 1.

C.

CoobmiaeM, 4To Hallla OpraHu3alys rOTOBa MPEIOCTaBUTh MECTO ISl MPOXOXK ACHUAIPEIIUIIOMHOM
MPAKTHKHU CTYJIEHTKE 5 Kypca ouHOM (hopMbl 00ydeHuUs (paKyJIbTeTa MeAaroruieckoro oopa3oBaHus U
cepBucHBIX TexHoJoruid ®I'BOY BIIO «MarHuToropckuii rocy1apCTBEHHbII YHUBEPCUTET, IO
HamnpaBleHHIo «J{okyMeHTOBeieHne U apxuBoBeAeHne» MenseneBoit Auae AuapeeBHe ¢ 01 gpespans mo
28 mapta 2013 r.

d.
YBakaeMble KoJnieru!

HNudopmupyem Bac o ToM, 9TO MBI pasibl IPEIOCTABUTE MECTO JIJIS IIPOXOKACHUS TTPEIAUILIOMHOM
npakTUKU Bameii crynentke MenBeneBoit AHHe AHIpeeBHE B 0003HaUYeHHbIe Bamu cpokwu.

Bormpoc 67

VYxkaxute HanuboJee «KeCTKH U HEYMECTHBIN BapHaHT 0TKa3a:

BribepuTe oguH OTBET:

a. B cBs3m c ... Bame npeasiokeHue He MOXKET OBITh TTPUHSATO

b. B ¢cBsi3m ¢ ... Balle peaIoKeHne HaMK HE IPUHAMAETCS

C. B cBs3u C... AemapTaMeHT HE MOKET COTJIACUTHCS C BAIIUM MPEIJIOKECHUEM

d. HpI/IHHTL Balle MpeajIOKCHUEC HC MMPEACTABIIACTCA BO3MOKHBIM B CBA3HU C ...

Bompoc 68

VYkaxure, Kakas U3 STUKETHBIX 3aKIIFOUYUTENBHBIX (Ppa3 OyJeT yMECTHOM B TEKCTE JIETIOBOTO IMUCHMA!
Bribepute oguH OTBET:

a. Hajeemcst Ha JutMTeNnbHOE MIIOJIOTBOPHOE COTPYIHUYECTBO

b.K COXKAJICHUIO, MBI ITO3/THO IOJYYHIIN Balll€ NPECIIOKEHNE U HE CMOTIIM UM BOCITIOJIB30BaThCA



. Ouens pazgpl okazath Bam ycmyry

d. K cuacTtbto, Hamm onaceHus 00 OCTAaHOBKE IOCTaBOK 000PYIOBaHHS HE TIOATBEPIUIUCH

Bompoc 69
Kakue nmuceMa sIBIISIFOTCS. MHOTOACTICKTHBIMU:
BribepuTe ouH OTBET:

a. MIChbMa, COCTOAIINE U3 TPEX HITH YETHIPEX CMBICIOBBIX YacTel (BCTyIIIEHHE, OCHOBHAS YacTh,
3aKJIIOUCHUE, IPEIYIIPEKICHUS WIN 3aKITFOUYUTEIbHBIC 3TUKETHBIC (DOPMYJIbI)

b. IMMCbMa, MOCBANICHHBIE HECKOJIBKHUM BOIIpOCaM

C. KOMIIJICKC MUCEM, SBJIAIOIMUXCS PE3yIbTaTOM IEPCHUCKHU ACIOBBIX ITIAPTHEPOB 110 OJHOMY WM
HECKOJILKUM BOIIpOCaM

d. muckMa, aBTOpaMu KOTOPBIX SIBISIFOTCS. HECKOJIBKO JIHII, KQ¥K/I0€ U3 KOTOPBIX BBICKA3bIBAET CBOKO TOUKY
3pEHUs HAa OTPAXKEHHBIN B IUCHME BOIIPOC.

Bonpoc 70
N3 Kakux KOMIIO3UIIMOHHBIX YaCTE€W COCTOUT MPUBEICHHBIA HIXKE TEKCT MUCHhMa!

B cootBeTcTBUY C pacniopspkeHreM DeepaabHOTO YIIPaBICHUS 10 JejIaM O HECOCTOSTEIbHOCTH
(6ankpotcte) oT 19 okTsa0pst 2004 1. Ne 75-P HamnpagiisieM BaM akThl ¢ KOMITJICKTAMH JJOKYMEHTOB 10
MPEITPUATHSIM:

1. BocTpsakoBckwii MsicorepepadaThIBatONIii KOMOWHAT;
2. ®abpuka aerckoit urpymku Ne 3,

Bribepute oiMH OTBET:

a. BBeJIeHHE 00OCHOBaHHE

b. BBeieHME, 3aKIIIOUEHHE

C. 000CHOBaHHUE, 3aKIIOUYEHIE

d. BBCICHHC, O6OCHOBaHI/Ie, 3aKJIFOYCHHEC

Bompoc 71

Kakoii knnaccuukalMoOHHbIH TPU3HAK MTOJIOKEH B OCHOBY JICJICHHS JICTIOBOW MEPEITUCKH Ha OPHITHATBEHYIO
U JTUYHYIO:

Bribepure ouH OTBET:

d. 10 Ha3HAYCHUIO



b. mo mecty HaxoXxmeHMs angpeca
C. TIO MOJIOKEHHIO B CHCTEME IOKYyMEHTO000pOTa

d. 1Mo MOJIOKEHHIO B HEPAPXUH YIIPABICHHS

Bompoc 72

Kakwue nmuchbMa moJImUChIBAIOTCS IBYMsI JIMIIAMU — PYKOBOMTEIEM OPTaHU3AIUY U TJIABHBIM OyXTalITepOM:
Bribepute oquH OTBET:

a. MMICHhMa-3ampOoCHl

b. rapanTuHiineie nucrma

C. COIIPOBOJAMUTEIIbHBIC ITMChbMA

d. pexamHbIE TUCHMA

Bompoc 73

Ha xaxoMm 13 HHQOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB MOXKET OBITh 0hopMIIeH rprd yTBEp KISHUS:
BribepuTe oguH OTBET:

a. CITUCOK

b. cpaBka

C. aKT

d. cimyxeOHast 3anucka

Bonpoc 74

Kakas pa3sHOBHIHOCTH 3armMcOK ohopMitsieTcst Ha OaHKe OpraHu3aluH:
Bribepure o1H OTBET:

a. OOBSACHUTEIIbHAS 3aIHCKa

b. BHeIIHsS HOKIIaIHAS 3aTHCKa

C. ciy>keOHas 3amucKa

d. BHYTpeHHSIsSI JOKIaHAs 3aInCcKa

Bompoc 75

Kaxkoii Buj 3anmickn 0053aTeIbHO PETHCTPUPYETCS:



Bribepute oquH OTBET:

a. BHEIIHAA JOKIJIaIHAs 3alrcKa

b. BHyTpeHHsIs TOKIaIHAas 3aMucKa
C. 0OBSICHUTEIIbHAS 3aIIHCKa

d. cy)xeOHas 3amucka

Bompoc 76

Ha kakne pa3HOBHIHOCTH AENATCS JOKJIAJHBIC 3aMMCKHU 110 XapaKTepy COAEpKAaHMU U Ha3HAYCHUS:
BribepuTe oiuH OTBET:

a. BHyTPCHHUE U BHELTHHE

b. odpunmanbHbie U THYHBIC

C. pa3bsSICHUTEIBHBIC U ONpaBAaTEeIILHbIE

d. WHHUIIMAaTHUBHBIC, I/IH(i)OpMaHI/IOHHLIe 1 OTYCTHBIC

Bonpoc 77

Kaxoit pa3HOBHIHOCTH TOKJIQTHBIX 3aITUCOK COOTBETCTBYET CIEIYIOIIAs XapaKTePUCTHKA: «ITH
JTOKJIaJTHBIE 3aITUCKU MH(POPMHUPYIOT O 3aBEpIICHUH PadOTHI, €€ 3Tara, BRINOTHEHUH YKa3aHHid,
pacToOpsKEHUI U T.11.).

BriGepuTe OMH OTBET:
a. uH(OopMaITHOHHAS
b. nosgcaurenpHBIE

C. OTYETHEIE

d. WHUIIMAaTHUBHBIC

Bompoc 78

Kaxkast pa3HOBUAHOCTH 3aIUCOK HE CONEPIKUT BHIBOIOB U MPEITIOKEHUIA:
Bribepute oauH OTBET:

a. MHUIIMAaTUBHAS NOKJIAagHAs 3allucKa

b. oOBsicHuTeIbHAS 3aTTHCKA

C. JIMYHAas 3a1ucKa



d. cmyxeOHas 3amucka

Bompoc 79

Kakxomy Buny nH()OpMaIMOHHO-CIIPABOYHON JOKYMEHTAIIMN COOTBETCTBYET CIIEIyIOIIee OlIpe IeIeHNE:
«9T10 (hopMa BHYTPEHHEH J1€TI0BOH MEPEITUCKU MEXTY IMOAPA3ICIICHUIMHI OpraHU3aI[iK UK
JIOJKHOCTHBIMU JIUIIAMU, HE HAXOIALITUMUCS B TIPSIMOM TTOAYUHEHUW.

Beibepute o1MH OTBET:
a. JIOKJIaJHasl 3aIMCKa

b. ciyxebOHas 3anucka
C. OT3bIB

d. akrt.

Bormpoc 80

Kakomy Buy HHQOPMAIIOHHO-CIIPAaBOYHON TOKYMEHTAI[UH COOTBETCTBYET CIEYIOIIEe ONpeAeIICHHUE:
«2TO TOKYMEHT, COCTaBJICHHBIN IS TOATBEPKICHHS YCTAHOBICHHBIX ()AKTOB, COOBITHH, IEHCTBHID.

Bribepute ouH OTBET:

d. aKT

b. mpotoxon

C. MHCHMO-TIOTBEPXKICHHE

d. cripaBka

Bomnpoc 81

Kakomy Buy HHQOPMAIIMOHHO-CIIPaBOYHON TOKYMEHTAI[UA COOTBETCTBYET CIIEyIOIIee ONpeaeICHUE:
«DTO JOKYMEHT, COJIep KA1 IepeUnCIICHHE JIML, TPEIMETOB, 0OBEKTOB B ONPEACIICHHOM MOPS/IKE,
COCTaBJICHHBIN B 1eIIsIX UHOOPMUPOBAHNUS WITH PETUCTPALIUNY.

BriGepuTe OMH OTBET:
a. epeyYeHn

b. cipaBka

C. CBOJKa

d. cmucok

Bompoc 82



Kakomy BuIy HHGOPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIICIYIONIHIA TEKCT:

Dedepanvroe ynpasnenue no 0eiam 0 HecocmoamenbHocmu (0anKpomemaee) Ha OCHOBAHUU
npeocmasnentvlx Ty2ypaviKCKUM yemeHmHbiM 3a8000m (Openbypeckas obnacmu, noc. Ty2ypavik, yi.
Leumpanvuas, 0.1) doxymenmos dyxeanmepckoi omuemuocmu no cocmosinuro Ha 30.04.2013:

- oyxeanmepckuil bananc (popma 1);

- omyem 0 npudwLIAX U yovimkax (popma 2)

U NPOBEOEHHO020 AHANU3A PUHAHCOBO20 COCMOAHUS NPEONPUAMIUSL, YCMAHOBUNO, YO OAHHOE
npeonpusimue A81Aemcs HeniamedxHcecnoCcoOOHbIM U UMEIOWUM HEYO0B8IEeMEOPUMENLHYIO CIPYKMYPY
ananca (npeonpuamuem-00aHCHUKOM).

Ocnoesanue:

K03 puyuenm mexywei mxkeuoHocmu no baraucy npeonpusmus =18%,

K03 puyuenm obecneweHHocmu cobCmeeHHbIMU 0OOPOMHBIMU CPEOCMBAMU NO OANAHCY NPEORPUIUSL =
8%;

K02 Puyuenm eoccmanosnenus no obanancy npeonpusmus =10%.

Pyxosooumens Cmenanos 11.J][. Cmenanos

BeiOepuTe OIMH OTBET:
a. crpaBKa

b. 3aknrouenue

C. OT3LIB

d. cBoaxka

Bompoc 83

Kakum goxymMeHTOM He00X01uMO 0(hOPMUTD Pe3yJIbTaThl PEBU3UM OTAEa MPOAAXK OpraHU3alNu:
Bribepure o1H OTBET:

a. cripaBKoOi

b. akTom



C. "H(pOPMALIMOHHBIM THCEMOM

d. cBoAKOIL.

Bompoc 84

KakoBo MUHMMaIbHOE KOJUYECTBO JIUII, MOIIMTHUCHIBAIONIUX aKT:
BribepuTe ouH OTBET:

a. ouH

b. Tpu

C. IBa

d. ueTnipe.

Bompoc 85

Ha kakux paboraukos HE 3aBoanTcst nmuHas kaprouka:
BribepuTe oquH OTBET:

a. Ha paOOTHUKOB, IPUHATHIX HA TIOCTOSIHHYIO pa0doTy

b. 3aBomuTCs Ha Bcex paOOTHUKOB MPEANPUATHS 0€3 UCKITFOUYCHUS
C. Ha paOOTHUKOB, IPUHSATHIX Ha BPEMEHHYIO paboTy

d. Ha pabOTHHUKOB, MPUHSATHIX HA PAOOTY 11O COBMECTUTEIILCTBY

Bormpoc 86

IMponomxkute onpenenenue: Gopmynsap-odpaser — 370 ...

Bribepute oguH OTBET:

a. HabOp PEKBU3UTOB, UICHTUPHUIMPYIOIINX aBTOPa OQUIIMATBHOIO MMCbMEHHOTO JOKYMEHTA

b. Monenb mocTpoeHus TOKyMEHTa, yCTaHABIMBAOIIast 00J1acTh MPUMEHEHHUs, (HOPMAThI, pa3Mephl MOJICH,
TpeOOBaHMs K MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH M OCHOBHBIE PEKBU3HTHI

C. Ha0Op PEKBU3UTOB OPHUINATHHOTO TICHBMEHHOTO JOKYMEHTA, PACTIONI0KEHHBIX B OIPEIEIICHHOM
MIOCJIEIOBATENIBHOCTH

d. Turosas Mozeb, coJieprKaliiasi COBOKYITHOCTb 0053aTEIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX JIOKYMEHTAM
YHU(UIUPOBAHHON CHCTEMbI OPraHU3alMOHHO-PACTIOPSINTENFHON TOKYMEHTAIMN M PACIIONOKEHHBIX
ompezieIeHHBIM 00pa30oM.



Bompoc 87

Kakoli pekBU3UT, pacioN0oKEeHHBIH BBIIIE TEKCTa, OTHOCUTCS K 3ar0JIOBOYHOMN YacTH:
Bribepute oquH OTBET:

a. rpud yTBepKICHUSA

b. ccpuTka Ha perucTpaOHHbIH HOMED U IaTy JOKYMEHTA

C. pe3orouus

d. orMeTKa 0 KOHTpOJIE.

Bormpoc 88

Ha xakux Onankax pacrnonaraercsi ['ocynapcTBeHHbIl rep0 Poccutickoit denepaiivu B 0THOIIBETHOM
BapUaHTeE:

Bribepute oiuH OTBET:
a. pewenuit BepxoBuoro Cyzaa Poccuiickoit denepaunu
b. MexBe1TOMCTBEHHOM KOMHCCHH TIO 3aIUTE TOCYAAPCTBEHHOMN TaliHbBI

C. IUIUIOMATHYECKUX MPEICTABUTEILCTB, KOHCYJIbCKUX YUPESIKICHUN U UHBIX OQUITHATEHBIX
npeacraButenseTB Poccuiickoit @epepanuu 3a npeaenamu Poccuiickoit deneparmn

d. Anmunmuctparnu Ipesunenta Poccuiickoit demeparinm.

Bomnpoc 89

B kakoii JoKyMeHTalu1 3aKperuIeHO COKPaIlleHHOE HaMEHOBAaHNE OpraHU3alNu:
Bribepute oiMH OTBET:

a. OpraHu3alMOHHON

b. pacnopsiaurensHOI

C. yUpeauTenbHON

d. ur(OpPMaIOHHO-CIIPABOYHOM

Bomnpoc 90
Kakwne pekBU3UTBI COCTABISIFOT CIIPABOYHYIO HH(MOPMAIINIO 00 OpraHU3aIH-aBTOPE JIOKYMEHTA!
Bribepure o1H OTBET:

d. KOJI Opranm3alnuu, CIIpaBOYHbIC JaHHbIC 00 OopraHu3anuu, Koa (bOpMI:I JOKYMCHTA



b. HanmenoBanwue BhIIECTOSAIIEH Opranu3aium, Ko opraauzannu, OI'PH, MHH/KIIIT
C. CIIpaBOYHBIC JaHHBIC 00 opranu3anuu, ko opranusanuu, OI' PH, MHH/KIIIT

d. HaMMeHOBaHNe BBIIECTOAIIEH OPraHU3alliy, CIIPABOYHbIE JaHHBIE 00 OpraHM3alNH, KO OpraHH3allNH,
K07 (OpMBI TOKYMEHTA.

Bompoc 91

Ha 6mankax xakux gokymeHToB HE yKa3biBaeTcss HaMMeHOBaHUE BUIAa JOKYMEHTA:
Bribepute oauH OTBET:

a. cIy»keOHOTO MHChMa

b. D0MKHOCTHOM MHCTPYKIMK

C. CIIpaBKM

d. cykeOHOM 3amMCKH

Bonpoc 92

Kakum 1okyMeHTOM Heo0X0auMo 0(hOpMHUTE BO M30eKaHNE HapyIIeHUS HOpM TpyaoBOro Kojaekca
MUCbMEHHOE HATIOMUHAHNE O HEOOXOAMMOCTH SBUTHCS ISl IOJTYYSHHS TPYAOBOI KHIDKKH YBOJIEHHOMY
pabOTHUKY, HE TIOJIYYHBIIEMY €€:

BriGepure ouH OTBET:

a. akcorpamma

b. SMS-coobuienue

C. DNIEKTPOHHOE COOOIICHUE

d. 3akasHoe MUCHMO.

Bompoc 93

Kakoii pa3HOBUAHOCTH MHCbMa COOTBETCTBYET CIeAyIOMIas si3pikoBas popmyna: «[Ipencrasisio Ha
YTBEPKICHUE NIPOEKT IIJIAHA. .. »:

Bribepute oauH OTBET:

a. COIPOBOIUTEIIEHOE MTUCHMO
b. mpocr6a

C. oepra (IpemIOKEHUE)

d. MMpeaACTaBJICHUC



PA3JIE] 3

MpakTuyeckoe 3ananue 1 (3 pazaen)

Tema 1.

Onummure CTPYKTYpy HOKYMEHTaJIbHOTO (OHAA OPraHM3allMd WM OJHOI'O U3 CTPYKTYPHBIX
nojpasaeNeHnii opranuzanuy Barreli 6a3bl MPakTHKY.

1.1. W3yunte mgOKYMEHTANBHBIM (OHZ OFHOTO W3 CTPYKTYPHBIX IOApa3IeIIeHUI
MIPENNPHUATHS WM OpTaHu3anui Bamreii 6a3pl mpakTuku. Ber MokeTe BOCHIOIB30BAThCI HOMEHKIIATYPOU
JIeJT TIOApa3/AeIeHus] UK CBOJHON HOMEHKJIATYpOU e OpraHu3aliH.

1.2. Brimonnute knaccupukanuio AOKYMEHTOB B COOTBETCTBHU C BBITIONHSAEMOH HMHU
yIpaBJIeHIECKOH (QyHKITHEH.

1.3. CooTHecuTe BblIeIeHHbIE BaMu rpyIibl JOKYMEHTOB ¢ OCHOBHBIMH (D)YHKIIMOHATEHBIMHU
cHCTeEMaMHU JOKYMEHTOB, UCIIOJIb3yeMbIMU B Poccuiickoit @enepanuu.

1.4. CocTaBbTe CXeMy IOKyMEHTAIBHOTO (POHA.

Tect k pa3aeny 3.1

Bompoc 1

[TponomkuTe onpeneneHne: CUCTeMa JOKYMEHTAUH — 3TO. ..

Bribepute oauH OTBeT:

a. COBOKYITHOCTB IOKYMEHTOB, CBSI3aHHBIX MPOLIEAYPOH PUHSATHS YIIPABICHYECKOTO PEIICHHS

b. COBOKYITHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX I10JI TIPH3HAKAM ITPOMCXOKICHHS, Ha3HAYCHUS,
BU/a, cpepbl e TeNbHOCTH, SMHBIX TPeOOBaHUH K 0pOpMIIEHUIO

C. JIOKYMEHThI W MAaCCHBBI JIOKyMEHTOB B HH()OPMAIMOHHBIX CHCTEMaX, YIOPSJI0YEHHEIC
OIpeAeIEHHBIM 00pa3oM

d. pa3HOpOIHBIE IO CBOEMY ITPOHCXOKICHHIO, Pa3HOOOPa3HBIE IO BUIOBOMY COCTaBY TOKYMEHTHI,
o0Opa3oBaBIIKECs B IPOIIECCE JESITENbHOCTH OT/ICIIEHOTO (PU3MUECKOTO JIUIa

Bomnpoc 2

VYnpapnendeckast QyHKIHS, peaan3yeMasi ¢ IIOMOIIBbIO KaJIPOBBIX JOKYMEHTOB

Bribepute oiuH OTBET:

a. OpraHU3alH JACSTEIILHOCTH PEATIPUITHS

b. KOHTPOJIb AEATEINBHOCTH TPEIIPHATHS

C. yIIpaBJICHHE TIEPCOHAIIOM TPEIIPHSATHS

d. naHMpoBaHUE AEATENLHOCTH MIPEIPUSTHS

Bompoc 3

K opraHu3annoHHBIM JOKYMEHTaM MPEIIPHUSITHS OTHOCSTCS BUIBI JOKYMEHTOB:

Bribepure oMH OTBET:

a. pacropspKeHue

b. TeXHUUECKHUE yCIOBUS

C. IOJDKHOCTHAS UHCTPYKITHSI

d. akT

Bompoc 4

K nHpOpManmoHHO-CIIpaBOYHBIM IOKYMEHTaM OTHOCSTCS:

Bribepure oMH OTBET:

a. pUKa3

b. ycras

C. OOBSICHUTENBHAS 3aITHCKa

d. mocranoBneHne

Bompoc 5

OcHoBHas K1accu(UKAINOHHAs €AMHUIA B (QyHKIIMOHATBHON KJIAaCCU(HUKAINN TOKYMEHTOB
Bribepute oquH OTBET:
a. MOJUTMHHUK JIOKYMEHTa



b. B mokymeHTa

C. JIeTo

d. nybnukar qokymMeHTa

Bompoc 6

OyHKIOHATBHAS KITaCCUPHUKAIHS JOKYMEHTOB OCYIIECTRIISIETCS IO CIEAYIONIEMY OCHOBaHUIO
Bribepute oquH OTBET:

a. nHPOPMAaLMOHHAsI COCTABISIONIAs JOKyMEHTA

b. BpeMs NOSIBJICHUS TOKYMEHTA

C. coco0 3akperuieHus HHPOpMaIUy Ha MaTEPHATEHOM HOCHUTEES

d. BuA MaTepuanbHOTO HOCUTENSI JOKYMEHTa

Bomnpoc 7

VYkaxure BHJ TOKYMEHTA, BBIIEISIEMbIN 110 QYHKIMH YIIPABICHUS
Bribepure oguH OTBET:

a. aHKeTa

b. oTuér

C. 10Che

d. SeKTPOHHBIN JOKYMEHT

Bomnpoc 8

C noMoIIbi0 OpraHu3aIHOHHO-TIPABOBBIX JOKYMEHTOB PEaM3yeTcs yIpaBicHIecKas GyHKIUS
Bribepute oiMH OTBET:

a. HOpMaTHBHO-METOIUYECKOTO 00ECTICUCHUSI YIIPaBICHHS IPEATPHUITHEM
b. KOHTPOJISI ACSITENEHOCTH MPEIIPUITHS

C. PETyJIUPOBAHUS IEITEIBHOCTH IIPEANPUATHS

d. opranuzanuu AeITCILHOCTH MPEATPHUSITUS

IIpakTuyeckoe 3aganue 2 (3 pasgen)

Tema 2. OnuimuTe JOKyMEHTATBHBIN QOHII OpraHU3alluK WK OJJHOTO U3 CTPYKTYPHBIX MOpa3ielieHHH
opranuzanuy Baieil 6a3pl IpakTHKY B acrieKTe YHU()UKALIUH

2.1. Omnpenenute U NepeUNCINTE, KaKUe YHUPHUIMPOBaHHbIE cucTeMbl JokymeHTanuu(Y C1) ucronb3yer
Bama 6a3a mpakTuk.

2.2. 3yunTte TOKyMEHTbI CUCTEMBI OPraHU3alMOHHO-pacIopsIuTeIbHOM nokymenTaunu (OP/D),
UCIIOJIb3yeMble 0a30i MPaKTHK, U IPUBEIUTE PUMEPHI JOKYMEHTOB, U3TOTOBJICHHBIX C HCIOIb30BaHHEM
yaupunrpoBanHbx Gopm nokymentos (Y DJI), onpenenute koabl 3Tix Gopm o Obmepoccuiickomy
KJaccugukaropy ynpasiaeHueckoit fokymentanuu (OKY ).

2.3. OcyuiecTBHTe aHANN3 5 TOKYMEHTOB Barreii 0a3bl MPakTHKW ¥ IPUBEANTE IPUMEPHI U3TOTOBJICHUS
JOKyMEHTOB C HUCIIOJIb30BaHHEM

- pa3HbBIX YHUQHULINPOBAHHBIX OpPMaTOB OymarH,
- pa3HBIX BUJIOB OJIaHKA JIOKYMEHTA,
- pa3HbBIX POpPM YHU(HUKAIMU TEKCTA,
- TOHSATHHHOW YHU(PHUKAINU UIH YHU(DUKALUH TEPMUHOJIOTHH.
2.4, YxaxuTe 11eJ1ecoo0pa3HOCTh NpoBeaEHHON yHUbMKaru. CaenaiTe CChIIKY Ha CTaHIAPTHL.
2.5. Ha ocHOBe M3y4YeHHBIX IOKYMEHTOB cOcTaBbTe (hparMeHT Tabdeist hopM IOKYMEHTOB OpraHU3allHH.
B npoekre noBoti 'C/IOY npennaraercst mpumepHasi popma tadens

Tabnuma
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Tect o pazneny 3.2

Bompoc 1

O6pasubl yHUGUITUPOBAHHBIX (POPM TOKYMEHTOB, pa3peIIeHHBIX K MPUMEHEHUIO B OpraHU3aIiH,
CHCTEMaTH3UPOBAHbI B CIIEAYIOLIEM JOKYMEHTE:

Bribepute oauH OTBeT:

a. IepevYeHb TUIOBBIX YIPABICHYECKUX JOKYMEHTOB IPEATIPUATHUS

b. anp60oM yHUDHUITPOBAHHBIX (POPM JOKYMEHTOB TPEIIPUATHSL

c. Tabenb yHUUIUPOBAHHBIX POPM AOKYMEHTOB MPENTPUATHS

d. HOMEHKIIaTypa Ael NPEANPHUITUSI

Bompoc 2

Komnosunus nucema — 370. ..

Bri6epute oauH OTBET:

a. PacIoJOXEeHNUE PEKBU3UTOB MKMChMa U 3JIEMEHTOB TeKCTa Ha OJaHKe

b. mocen0BaTeNLHOCTD PACTIONOKEHUS MIPEUIOKEHUN B TEKCTE JJOKYMEHTA

C. «sI3bIKOBast (hopMyia» MUChbMa

d. mocienoBaTeIbHOCTD B3aUMOCBSI3aHHBIX CMBICJIOBBIX YacTel, 00beIMHEHHBIX EAUHCTBOM TEMBI

Bompoc 3

I'OCT P 6.30-2003 «TpeGoBanus K 0POPMIICHUIO TOKYMEHTOB. ..» PETyIHPYyET

Bribepure oanH OTBeT:

a. IpoeKTHpoBaHue ciryx0b1 JOY

b. ohopmiieHHE PEKBU3UTOB JOKYMEHTOB

C. OpraHU3aIHIO JOKYMEHTO000pOTa B yUPEXKICHUH

d. ynpaBieHue 10OKyMeHTaMH

Bompoc 4

birank nokymeHTa — 31o0. ..

Bribepure oanH OTBeT:

a. Habop PeKBU3UTOB, HACHTU(HHUIMPYIOMIKX aBTOPa OPUINATBEHOTO TOKYMEHTA

b. TOKYMEHT, OTIIeYaTaHHbI B TULIOTpadUH

C. HaOpaHHBINH HAa KOMITBIOTEPE TUITOBON JTOKYMEHT

d. TOKyMEHT C OBTOPSIOLIMMCS TEKCTOM

Bomnpoc 5

MeTo1 COBEpIIIEHCTBOBAHUSI IOKYMEHTOB U CUCTEM JIOKYMEHTAITUH

Bribepute oauH OTBeT:

a. CTaHJapTH3aLUs

b. MonenmpoBanue

C. nHpOpMaTH3aLUsI

d. cucremHsbIi aHanU3

Bompoc 6

YaudunmupoanHas popMa JOKyMEHTa — 3TO

Bribepute oauH OTBeT:

a. JOKYMEHT, CO3/IaHHbIA C TPUMEHEHUEM KOMITBIOTEPHOU TEXHUKHU

b. GopMBbI IEpBUYHBIX YUETHBIX TOKYMEHTOB 110 YUETY TPY/Aa U €T0 OILIAThI

C. COBOKYITHOCTh PEKBHU3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C PEIIacMBbIMHU B JJAHHOW cdepe
JeSITeIbHOCTH 3a/1a4aMi U 3a(MKCUPOBaHHBIMU B ONIPEEIICHHOM IOPSIKE HAa MAaTePHaIbHOM HOCUTENE

d. TOKyMEHT, IMEIOIIHIA TUIIOBOE COepKaHne U opopMIICHHE

Bompoc 7



[Toctanornennem IIpaBurenncTBa Poccutickoit @enepartuu ot 08.07.1997 Ne 835 «O nepBUYHBIX
YUETHBIX TOKYMEHTaxX» YTBEPXKIaeTCs

Bribepute oanH OTBeT:

a. Tabenb yHUPUIUPOBAHHBIX (OPM JOKYMEHTOB

b. TepMuHONIOrNsA B 0071aCTH AEIONPOU3BOICTBA U APXUBHOI'O /1€

C. anpOOM 10 Y4€Ty TpyJa U ero OIIaThl

d. MTHCTPYKIHS MO 3aII0JHEHUIO TPYAOBBIX KHIKEK

Bormpoc 8

CBOHCTBO OGUIIMATFHOTO JOKYMEHTa, COOOIIaeMOe €My JACUCTBYIOIINM 3aKOHOIATEIbCTBOM,
KOMITETEHIIMEH N3JAr0IIEero ero Oprana U yCTaHOBJICHHBIM MOPSAIKOM 0(OpMIIEHUS - 3TO

Bribepute oauH OTBeT:

a. KOHPHUIACHITHATEHOCTh

b. ropuaudeckas cuia

C. ayTEeHTUYHOCTh

d. nonxota

Bompoc 9

Knaccudukanus 10KkyMeHTOB Ha WHAWBUAYaJbHBIE, TpadapeTHbie, IPUMEPHBIE OCYIECTBISETCS
0 CJICAYIOIEMY OCHOBAHHIO

BriGepute onuH OTBET:

a. CTeTeHb CJI0KHOCTU

b. cTenens yHHDUKAUH

C. CTEeTeHb TOYHOCTH

d. cTeneHp OTKPBITOCTH

Bompoc 10

JlesaTenbHOCTh M0 YCTAHOBJICHUIO M IIMPOKOMY MHOTOKPAaTHOMY MCIOJIb30BaHUIO TPeOOBAaHMIA,
HOPM, IPaBWI M XapaKTEPUCTHUK, KaK 00s3aTENIbHBIX IJIS1 BHIIIOJIHEHUS, TAK U PEKOMEHIYEMBIX, B LIEIAX
JOCTIDKEHHS ONITUMAJIBHOM CTETEHH YIIOPSA0YEHHOCTH B TOH MM WHOM 00JacTh

Bribepute oauH OTBeT:

a. yHUQUKAIISL

b. cucremaruzanus

C. CTaHJapTH3ALIUS

d. rapmoHM3anus

IIpakTHyeckoe 3axanue 3.3

3.1. Kparko omummre, UCHOIB3YS CXeMY, KOMIUIEKCHl JOKYMEHTOB, B KOTOPbIE O0BEIUHSIOTCS
JIOKyMEHTHBIE pecypchl Bammero HacenéHHoro TmyHKTa, Bammero mpenmpusarus, Bamm nuyHbIC
JIOKYMEHTHBIE pecypchl WK Baiuel cembu.

3.2. Ilepeuucnure agpeca W Ha3BaHUA SJCKTPOHHBIX OMOJHOTEK, KOTOpbie BBl HCIONB3yETE.
HazoBute nens Bamrero oOpamieHust K 3J1eKTPOHHBIM OMOIMOTEKaM.

Tect k pazgeny 3.3

Bompoc 1

K «miepBUYHBIM KOMILIEKCAM JOKYMEHTOBY» MPEANPHUITHS OTHOCUTCS
Bribepute onuH OTBET:

a. TOCYJJapCTBEHHAsI CUCTEMA CTATUCTHKH

b. TOKyMeHTaJIbHBIN (OH TPEATIPUATHUSL

C. COOPHUK HOPMATHBHBIX JIOKYMEHTOB ITPEIIPUSITHS

d. apxuBHas KOJUTESKIIHSI

Bomnpoc 2

[NepcoHanbHbIe CBENIEHHS O TPAXKIAHAX SIBISIFOTCS
Bri6epute onuH OTBET:

a. KoHpUIeHIHAIbHON NHOpMarei

b. nuaopmanueli, oTHECEHHON K KOMMEPUYECKOM TaiiHe

c. HHpOPMAITUEH OTKPBITOTO JIOCTYIIA

d. nadopmarueit, oTHeCEHHOM K TOCYIapCTBEHHOM TaliHe
Bompoc 3

JlokyMeHTaIbHEII (OHIT - 3TO



BriGepute oauH OTBET:

a. COBOKYITHOCTbh JOKYMEHTOB, 00pa3yIOIINXCS B IEATEIEHOCTH IOPHUANIECKOTO W (PU3NIECKOTO
JMIa 32 TOJI

b. TOKyMEHTBI OpraHu3alny, BEIJCICHHbIC K YHUUTOKEHHIO

C. TOKyMEHTHI OpTaHHU3aIlAH, IIOATOTOBJICHHBIE K C/Jade B TOCYAapCTBEHHBIN apXWB

d. JOKyMeHTHI, BKITIOUEHHBIE B Ta0eNb YHH(PUIMPOBAHHBIX (POPM TOKYMEHTOB OpTraHU3aIIH

Bompoc 4

COBOKYITHOCTh B3aUMOCBSI3aHHBIX M CTPYKTYPHPOBAHHBIX [AHHBIX Ha MAIIHHOYUTAEMBIX
HOCHTEJISIX, 00paboTKa, TIOUCK M XpaHEHHE KOTOPBIX OCYIIECTBIIAETCS ¢ moMoIisio OBM, ato

Bribepute oanH OTBeT:

a. QJIEKTPOHHBIE 0a3bl TaHHBIX

b. a5mekTpoHHBIC OaHKH JaHHBIX

C. DJIEKTPOHHBIE KOMMYHHUKaTHUBHBIE PECYPCHI

d. anekTpoHHBIC OUOIHOTEKH

Bomnpoc 5

Kommiekc 1oKyMeHTOB — 3TO

Bribepute oauH OTBeT:

a. COBOKYITHOCTh JIOKyMEHTOB, B3aMOCBSI3aHHBIX IO MPU3HAKAM MPOUCXOXK/ICHHsSI, HAa3HAYCHHUS,
BUTA, c(hephl NeATEeNbHOCTH, €IMHBIX TPEOOBaHUH K O(hOPMIICHHIO

b. HOMEHKIaTypa AeJ OpraHnu3aliH

C. MAaCCHBBI JOKYMEHTHPOBaHHON HH(OpMAIINH, YIIOPSAOUYEHHBIE ONpeIeIEHHBIM 00pa3oM

d. Bun nH(GOPMAITMOHHBIX PECYPCOB, PEACTABICHHBIN COBOKYIMTHOCTBHIO OTIEIBHBIX IOKYMEHTOB,
MaCCHMBOB JOKYMCHTOB B I/IH(I)OpMaU;I/IOHHI)IX CHUCTEMAX

Bompoc 6

OnexTpoHHbIE WH(GOPMAIMOHHBIE PECYPCHI, CO3/aBaeMble pPAa3IMYHBIMU MPEINPHATAIMA U
HETIOCPEICTBEHHO CBS3aHHBIE C OCYIIECTBICHUEM FX OCHOBHOH JIEATEIEHOCTH

Bribepute oauH OTBeT:

a. BCTPOCHHBIC HH(OPMAIIMOHHBIE PECYPCHI

b. pacnpenenénnpie THPOPMAITMOHHBIE PECYPCHI

C. 3JICKTPOHHBIE ONOJIMOTEKH

d. KOMMYHUKATHUBHBIC 2JICKTPOHHBIC PECYPCHI

Bompoc 7

JIOKyMEHT WJIM COBOKYITHOCTH JIOKYMEHTOB TIO OJHOMY BOIIPOCY, TOMEIIEHHBIX B TBEPAYIO
00JI0KKY

BriGepute onuH OTBET:

a. cOOpHUK

b. neno

C. I0CBe

d. mepemucka

Bompoc 8

COBOKYHHOCTB JOKYMCHTOB, O6paSOBaBIHI/IXC$I N HAaKOIUICHHBIX B MHPpOUECCE ACATCIHLHOCTU
OTJENBHOr0 (PU3HYECKOTO JIULA, 3TO

Bribepute oauH OTBeT:

a. IepCOHANbHBIE HHOOPMAIMOHHBIE PECYPCHI

b. crarucTryeckue HHGOPMAILIMOHHBIE PECYPCHI

C. BCTPOCHHBIE HH()OPMAIIMOHHBIE PECYPCHI

d. pacripenenénnbie nHOPMAIIMIOHHBIE PECYPCHI

Bonpocsl k 3a4eTy ¢ oneHKO

1. TIoHsATHS «ylpaBiIeHUE JOKYMEHTaMU» M «COBEPIIEHCTBOBAHHWE JOKYMEHTALIMOHHBIX
nporieccoB». OCHOBHbBIE HATIPABJICHUS] COBEPIIICHCTBOBAHNUS JIOKYMEHTAIMOHHBIX TPOIIECCOB.
Knaccugukanust JokyMeHTOB, €€ 1eJTb 1 OCHOBHBIE METO/IBL.
OcHOBaHHSA U CXEMBbI KJIacCU(UKAIMY TOKYMEHTHBIX PECYPCOB.
CeMaHTHYECKHE KIacCHU(DHUKAIINN JOKYMEHTHBIX PECYpPCOB.
@OyHKIMOHATBHBIE KJIACCU(HUKAIINH TOKYMEHTHBIX PECYPCOB.
[lonsaTHe «cucrema HOKyMEHTalMMy». [Ipu3HAaKM cUCTeMBI NOKyMeHTanud. OCHOBaHUS
Knaccmbnxaunn CHCTEM JIOKYMEHTAIMH. TeHICHIIMN HCTOPUYECKOTO PA3BUTHS CHCTEM JIOKYMEHTAIHH.

O oA W



7 OcHoBHBIC PYHKIIMOHAJIBHBIE CUCTEMBI JOKYMeHTauu Poccutickoit deneparium.

8. Cucrema Hay9HO-HCCIIEIOBATEIHCKOM 1 TIPOEKTHO-KOHCTPYKTOPCKOM TOKYMEHTAITHH.

9. CucTeMa TeXHOJIOTHIECKOM JOKyMEHTALU!

10. Kagposas undopmMaiioHHO-AOKYMEHTAIMOHHAS CUCTEMA.

11. CucreMsl TUTAHOBOH, WH()OPMAITHOHHO-CIIPABOYHOM, HHHOPMAITMOHHO-aHATUTHICCKON 1
OTUYETHON TOKYMEHTAIUH.

12. CucTeMa OpraHu3aluOHHO-PACTIOPIIUTEIBHON JOKYMEHTALINH.

13. IlonsTis «TUNM3aIMs JOKYMEHTOB» M «YHHU(UKAIUS ITOKYMEHTOB», WX B3aWMOCBS3b.

OCHOBHBIE HaIpaBJICHUA yHI/I(l)I/IKaI_II/II/I JOKYMCHTOB Ha COBPEMCHHOM OTarIec. Ilonstne
«yHI/I(bI/IHI/IpOBaHHBIe CUCTCMbI JOKYMCHTAIlUN», X COCTAaB.

14. [onsTHE «cTaHAAPTH3ALKSD) B JOKyMEHTOBeAeHNH. CHCTEMBI COBPEMEHHBIX CTaHJAPTOB.

15. Yuudukanus popmatoB Oymaru. CoBpeMeHHbIE CTaHIAPTHI HAa (opMaThl Oymary.

16. Yuauduxauus popm goxkymentoB. [OCT P 7.0.97-2016, ero conepxanue u 3Ha4CHHE.

17. YHu}uKanus TeKcTa ynpaBieHUYECKOro JOKyMEHTa.

18. Yuudukanus TepMUHOJIOTHA B TOKyMEHTOBEIEHWH, €€ HOpMaTHBHO-TIpaBoBas 0a3a.
CoBpeMeHHBIC CTAHAAPTHI TEPMUHOB M ONPEICIICHUI B IOKYMEHTOBEICHHH.

19. [TonsiTHE «KOpIOpaTHBHASI CHCTEMa IOKyMeHTalm». HoMeHkmaTypa nen, e€ 3HaueHHe u
NPUMEHEHHUE B JIOKYMEHTHUPOBAHUH YIIPAaBICHUSCKON HH(OpMAIINH.

20. [onstus «tabenp ¢GopM TOKYMEHTOB» W «alb0OM (OpM MOKYMEHTOB», WX pOJb B
JOKYMEHTUPOBAHUH YIPaBICHUYECKOM HHPOPMAIIH TPEATIPHSITHSL.

21. Enunas cucrema kiaccuUKalMM W KOAMPOBAHHS TEXHUKO-)KOHOMHUYECKOW U

commanpHON nHpopManuu (ECKK TOCH). CtpykTypa Ki1acCupUKATOPOB U JIEKAITNX B UX OCHOBE KOJIOB.
Obmepoccuiickue KnaccuprukaTopsl TOKyMEHTHPOBAHHOW HHPOPMAITUH.

22. Ilonste  «KOMIUIEKCHI ~ JOKYMEHTOB». IIpocThle W CIIOKHBIE  KOMILIEKCHI
JOKYMEHTHUPOBaHHON MH(oOpMauy.

23. CrnoxxHbele KoMIIeKkChl. ['ocynmapcTBeHHBIE apXWBBL. CeThb TOCYIapCTBEHHBIX apXHUBOB
Poccuiickoit ®enepanun. KonnuecTBeHHas U KaueCTBEHHAs! XapaKTEPUCTHKA apXUBHBIX KOMILIEKCOB.

24, bubnuoreunas cetb Poccutickoit deneparum.

25. Pacnpenenénnbie nHGOPMAILIMOHHBIE JIEKTPOHHBIE PECYpPChl. MeCTO U POJIb JEKTPOHHBIX
OMOIMOTEK B CHCTEME JOKYMEHTHBIX PECYpPCOB, MIEPCTIEKTUBBI UX Pa3BUTHS.

26. CucreMbl HaydyHO-TEXHHYECKOW W  CTAaTHCTUYECKOH wuH(popMmanuu Poccuiickoi
®depnepanuu.

27. JoxymeHTanbHbie  (QOHABI TPENNPHUATHAN, YUYpeXJAeHWH, opranmzanuid. [lepBuuHble
KOMIIJIEKCHI JIOKYMEHTOB. BcTpoeHnHble HH(OpMAIMOHHBIE 3JIEKTPOHHBIE PECYPCHI.

28. Ilonstne  «mepcoHanbHBIE  JOKYMEHTHbIE  pecypchl». CocTaB  MEPCOHAIBHBIX

JIOKyMEHTHBIX PECypCOB, HX MECTO W POJIb B HAIIMOHAIBLHBIX WH(GOPMAIIMOHHBIX pecypcax Poccuiickoit
denepanuu.

Tembl KypcoBbIX padoT (3 cem)

1. Hctopusi CTaHOBIIEHHS COBPEMEHHBIX (YHKIMOHAIBHBIX CHCTEM JOKYMEHTAIlMHd B
Poccuiickoit @enepanuu.

2. Oco0eHHOCTH rOCYJapCTBEHHON CHCTEMBI HAYYHO-TEXHUYECKON JOKYMEHTALINH.

3. AHanu3 CUCTEMBI KaJIpOBOH TOKYMEHTAIIUH TOCYJapCTBEHHON OpraHu3aluy.

4. Xapakrepuctnka ECKK TOCH, e& ponp B yOpaBiIeHHMH HalIWOHAIHHBIMU
MH(QOPMALIMOHHBIMH PECYpPCaMHU.

5. OcobenHoctu UCIIOJIb30BaHUS 001IepOCCUHCKNX KJ1acCU(HUKATOPOB
TEXHUKO-IKOHOMHUYECKOH U COIMaIbHON HHPOPMAIH B COBPEMEHHOM JIEIIONPOU3BO/ICTBE.

6. OCOOCHHOCTH COCTaBlieHHs, O(GOPMIICHHS W WCIOJB30BaHHUS HOMEHKIATYpHI JIel
OpraHu3alHy.

7. Tabenb GopM OKyMEHTOB 1 ATEOOM (OPM JIOKYyMEHTOB OPTaHU3aIMH KaK WHCTPYMEHT
COBEPIIECHCTBOBAHUS JIOKYMEHTAI[HOHHBIX TIPOIIECCOB.

8. Poisib 1 MecTO yupeauTeabHBIX JOKYMEHTOB B YIIPAaBICHUU OpraHu3anuel, 0coOeHHOCTH
UX COCTaBlIeHHs, 0QOPMIICHHS U PETUCTPALIHY.

9. Posib ¥ MecTO OpraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB B YIPaBJICHHUH OpTraHU3alueH,
0COOCHHOCTH COCTaBJICHUS M 0(DOPMIICHHS.

10. Posiib 1 MecTO NOMKHOCTHBIX MHCTPYKUHMH MepcoHalla B YNpaBJICHHMH OpraHU3auuei,

O0COOCHHOCTH HX Pa3pabOoTKH, OPOPMIICHHS.



11. Poub 1 MecTo paciopsAUTENBHBIX IOKYyMEHTOB B YIIPAaBICHIH OPTaHU3aNKeH, TOPSIOK UX
cocTaBlieHHsI, 0hOPMIICHHS U HCIIOJTHEHUSI.

12. CocraBienue 1 oQpopMIICHUE JTOKYMEHTOB, HCIOJIB3YEMBIX Ul ONEPaTUBHON Tepenadn
UHpOpMaIH

13. PasHOBHIHOCTH CITy>KEOHBIX THCEM, 0COOCHHOCTH UX COCTaBICHHS U O(DOPMIICHHIS.

14. Ponp 1 MecTo MHGOPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIIPAaBJICHUHN OpraHU3aLUEH,
0COOEHHOCTH UX COCTaBJICHUS H OPOPMIICHHUSL.

15. Ponp u MecTto yHHM(UKannM JTOKYMEHTOB B COBEpIICHCTBOBAHHWH JOKYMEHTALMOHHBIX
IPOLIECCOB, HANIPABJICHUS U Talbl yHU(DUKAIHAN.

16. BsanmMocBsi3b conepxanus 1 GOpMBI TOKYMEHTa, OCOOCHHOCTH UX YHU(UKAIIH.

17. Hctopus cTaHOBJIEHUS OTEYECTBEHHON CTaHAaPTH3aLUH JOKYMEHTAIMOHHBIX IIPOIIECCOB.

18. Cucrema MEeXIyHapOIHBIX CTAHIAPTOB B OOJIACTH JOKYMEHTOBEICHHSI.

19. AHanmu3 CTPYKTYphl JOKYMEHTAJIRHOTO ()OHIA OpPraHW3alllM, €ro KauyecTBEHHas H
KOJINUECTBEHHAS XapaKTEePUCTHKA.

20. OcHoBuble HampaBineHus BHeapenuss YCJI, 3amaum rocyqapcTBEHHOIO Ham30pa M
OTpacneBoro KoHTpois BHeAapenus Y CJI.

21. KadyecTBeHHass ¥  KOJNHMYECTBEHHAsh XapaKTEPUCTHKA COBPEMEHHBIX  apXHBHBIX
KOMIUIEKCOB.

22. bubnmoreunsie WHPOPMALMOHHBIE pPECypChl, JOKYMEHTHPOBAHHE JIESTEILHOCTH
OHOMHOTEK.

23. My3eiiHble MHQOPMAIIMOHHBIE PECYpPCHI, JOKYMEHTUPOBAHHE JESTEIBHOCTH MYy3€HHBIX
KOMIUIEKCOB.

24, Ponp 1 MecTo rocyapcTBEHHOM CHCTEMbI CTATHCTUKH B YIPABICHHU HAIIMOHATBHBIMU
WHQOPMAIMOHHBIMH PECypCaMHU.

25. BcerpoenHbie 1 paciipeiei€éHHbIe JIEKTPOHHBIE PECYPCHI, UX OCOOCHHOCTH.

26. Krnaccudukarms BCTpOCHHBIX WHPOPMAIIMOHHBIX PECYPCOB MPEINPHUATHS, 0COOEHHOCTH
yIpaBIICHUS] UMH.

27. XapakTepuCTHKa pachpeAeiCHHBIX JJIEKTPOHHBIX PECYpPCOB, OCOOCHHOCTH YIPABICHHUS
UMU.

28. MecTo, poJib, IEPCIEKTHBBI PA3BUTHS JICKTPOHHBIX OMOIUOTEK B CUCTEME JOKYMEHTHBIX
pecypcoB.

Hroroswlii Tect (2 Kypc)

Bompoc 1

O6pa3up! yHUPHUIUPOBAaHHBIX (OPM JOKYMEHTOB, Pa3pelleHHbIX K IPUMEHEHUIO B OpraHU3allly,
CHCTEMaTH3UPOBaHbI B CIEAYIOIEM JOKYMEHTE:

Bri6epute oauH OTBET:

a. aTb0OM YHU(DHIIMPOBAHHBIX (POPM JTOKYMEHTOB MPEIIPUSTHS

b. mepevyeHp TUIOBBIX YIPABICHYECKUX JOKYMEHTOB NPEATIPUATHUS

c. Tabenb yHUUIUPOBAHHBIX (OPM JOKYMEHTOB MPETPUSTHS

d. HOMeHKIIaTypa el NPEANPHUITHS

Bomnpoc 2

K opranuzalimoHHBIM JOKyMEHTaM NPEANPHUITUS OTHOCSTCS BHIBI JOKYMEHTOB!

Bribepute onuH OTBET:

a. aKT

b. 1OKHOCTHAS UHCTPYKIHSA

C. TEXHUYECKUE YCIIOBUS

d. pacriopsoxenue

Bompoc 3

C nomonipro OTYETHBIX JOKYMEHTOB pean3yeTcst ynpaBieHIecKass QyHKIUS

Bri6epute onuH OTBET:

a. PETYJIMPOBAHUS JEATEIbHOCTH PEAIPHUSITHS

b. KOHTPOJISI AESATENEHOCTH MPEANPHUITHS

C. HOPMAaTUBHO-METOIUUECKOTO 00ECTICUeHUS YIIPaBIICHHS IPEATIPUSITHEM

d. opranuszanuu IesTeIbHOCTH NPENIPUATHS

Bompoc 4

K «1epBUYHBIM KOMILIEKCAM JOKYMEHTOBY» MPEANPHUITUS OTHOCUTCS



BriGepute oauH OTBET:

a. apXUBHAas KOJUIEKLIUS

b. rocynapcTBeHHasi cuCTeMa CTaTHCTUKU

. COOPHUK HOPMATHBHBIX IOKYMEHTOB MIPEANPUSATHS

d. noxkymMeHTanpHBIN (HOHI TPEATPUITHSL

Bomnpoc 5

Kommiekc 1o0KyMeHTOB — 3TO

BriGepute oauH OTBET:

a. COBOKYIHOCTh JAOKYMEHTOB, B3aMMOCBSI3aHHBIX 10 NMPHU3HAKAM MPOMCXOXKICHUS, Ha3HAUCHUS,
BUJa, cpepsl NesITeNbHOCTH, SANHBIX TpeOOBaHUH K 0POpMIICHUIO

b. MaccuBBI JOKYMEHTUPOBaHHON MH(OpMAIHHY, YIOPSJOYCHHBIE ONPEACIEHHBIM 00pa3oM

C. HOMEHKJIaTypa JieJl OpraHnu3aliu

d. Bua nH(MOPMALMOHHBIX PECYPCOB, MIPEICTABICHHBIA COBOKYITHOCTBIO OTAEIBHBIX JOKYMEHTOB,
MacCHBOB JJOKYMEHTOB B MH(POPMAIIOHHBIX CHCTEMAaX

Bormpoc 6

I'OCT P 7.0.97-2016 «YHUpUIEPOBaHHBIE CUCTEMBI JOKYMEHTAIINU. Y HU(PHUIIMPOBAaHHAS CHCTEMA
OpraHU3alMOHHO-PACTIOPSANTEILHON TOKYMEHTAIHY . ..» PETyIUpPYyeT

BriGepute onuH OTBET:

a. 0pOpMIICHHE PEKBU3UTOB JOKYMEHTOB

b. ynpaBieHHe JOKYMEHTaMH

C. IpoeKTHpoBaHue ciyk0b1 JOY

d. opraamzanmo JOKyMEHTO000pOTa B yUPEIKICHUH

Bomnpoc 7

JIoKyMeHTHBIE PECYPCHI — 3TO

BriGepute onuH OTBET:

a. COBOKYITHOCTh JAOKYMEHTOB, B3aMMOCBSI3aHHBIX 10 NMPH3HAKAM MPOMCXOXKICHUS, Ha3HAYCHUS,
BU/a, cpepbl eI TeNbHOCTH, SMHBIX TPeOOBaHUH K 0(pOpMIIEHUIO

b. HoMeHKIaTypa ae1 opraHu3aluu

C. MaCCHBBI JOKYMEHTHPOBaHHON MH(OpMALINH, YIOPAAOUEHHBIE ONpeAEIEHHBIM 00pa3oM

d. Bua mH(GOPMAIIMOHHBIX PECYPCOB, MPEICTABICHHBIA COBOKYITHOCTHIO OTAEIBHBIX JJOKYMEHTOB,
MacCHBOB JJOKYMEHTOB B MH(POPMAIIMOHHBIX CHCTEMaX

Bompoc 8

MeToa cOBEpILIEHCTBOBAHUS JOKYMEHTOB U CUCTEM JOKYMEHTALIUH

Bri6epute onuH OTBET:

a. nHpopMaTH3aUUs

b. crannapruzanus

C. CUCTEMHBIN aHAJIN3

d. MmogenupoBanue

Bompoc 9

COBOKYITHOCTh B3aUMOCBSI3aHHBIX W CTPYKTYPUPOBAHHBIX JaHHBIX Ha MAITHHOYATACMBIX
HOCHUTENSIX, 00paboTKa, TIOMCK U XpaHEHHE KOTOPBIX OCYIECTBISIETCS C MOMOIIbI0 DBM, 310

Bribepute oauH OTBeT:

a. DJIEKTPOHHBIE OAHKU TaHHBIX

b. 37eKTpOHHBIE 0a3bl JaHHBIX

C. JJICKTPOHHBIE ONOIMOTEKH

d. 37IeKTpOHHBIE KOMMYHUKATHBHBIE PECYPCHI

Bompoc 10

JlokyMeHTanbHBINA (HOHT - 3TO

Bribepute oauH OTBeT:

a. IOKYMEHTBI OpraHU3aIliy, TIOJIrOTOBJICHHBIE K C/1adye B TOCY/IapCTBEHHBIN apXHB

b. COBOKYIMHOCTH IOKYMEHTOB, 00Pa3yIOIIUXCS B JEATEIILHOCTH IOPUIUUECKOT0 HITH (PU3UIECKOTO
JIMLA 32 TOJ

C. JOKYMEHTBI OpraHU3aluH, BbIJICIICHHbIE K YHUUTOKECHHIO

d. JOKyMeHTBI, BKIIOUEHHBIE B Ta0eNb YHU(PUIIMPOBAHHBIX ()OPM TOKYMEHTOB OpTraHU3AIIH

Bomnpoc 11

CBOMCTBO O(QHUIMAIBHOTO JOKYMEHTa, COOOIIAeMOe €My NEHCTBYIOIINM 3aKOHOIATEIbCTBOM,
KOMITETEHIINEH M3/IaI0IIEeT0 eT0 OpPraHa M YCTAaHOBJIEHHBIM MOPSAAKOM 0(OpMIICHHS - 3TO



BriGepute oauH OTBET:

a. TIOJTHOTA

b. ayTeHTUYHOCTH

C. KOHQHUICHINAILHOCTh

d. ropuageckas cuna

Bormpoc 12

COBOKYIMHOCTh JTOKYMEHTOB, OOpa30BaBIIMXCS W HAKOMJICHHBIX B TMpolecce esTeIbHOCTU
OTAEIBHOTO (PU3NYECKOTO JINIA, 3TO

BriGepuTte oauH OTBET:

a. pacmpenenéHHbpie HHQOPMAIIMOHHBIE PECyPChI

b. BcTpoeHHBIE HH)OPMALIMOHHBIE PECYPCHI

C. IEpCOHANBHBIE HH()OPMALIMOHHBIE PECYPCHI

d. cratucTnueckue HHPOPMALMOHHBIE PECYPCHI

Bompoc 13

[Toctanornennem IlpaBurenncTBa Poccutickoit @enepartuu ot 08.07.1997 Ne 835 «O mepBHUHBIX
YUYETHBIX JTOKYMEHTAxX» YTBEPKIACTCS

Bribepute oauH OTBeT:

a. TEePMUHOJIOTHS B 00JIaCTH JICIONIPOM3BOICTBA M APXUBHOTO Jeia

b. anmp60M 10 YU€TY Tpy/Ia ¥ €T0 OTIaThI

C. MHCTPYKIUA IO 3alIOJTHCHUIO TPYAOBBIX KHHUKCK

d. Tabens yHHPHUIUPOBaHHBIX (HOPM TOKYMEHTOB

Bompoc 14

O6s13aTenbHbIe CTPYKTYPHBIC JJIEMEHTHI CTaHAAPTA

Bribepute oauH OTBeT:

a. HOpPMaTHUBHBIE CCHUTKU

b. TpeboBaHUA K 00BEKTY CTaHAAPTU3AIUN

C. OTJIaBJICHUE

d. 0603HaYEHUS U COKpaICHUS

Bompoc 15

YuaudunupoBanHas popMa TIOKyMEHTa — 3TO

Bri6epute oauH OTBET:

a. IOKyMEHT, UMEIOIINI THIIOBOE CO/IepKaHue 1 oopmiieHne

b. JOKYMEHT, CO3JJaHHBIH C MPUMEHEHUEM KOMITBIOTEPHON TEXHUKH

C. (hopMBI IEPBUYHBIX YUETHBIX IOKYMEHTOB 110 YYETY TPY/Aa U €r0 OILIATHI

d. COBOKYITHOCTH PEKBH3HMTOB, YCTAaHOBJICHHBIX B COOTBETCTBHHU C PEIIaeMBIMHU B JIAHHOH cdepe
JeATeILHOCTH 33a4aMy 1 3a()UKCHPOBAaHHBIMH B OIIPEJICIICHHOM ITOPS/IKE Ha MaTePHAIEHOM HOCUTEIIE

Bomnpoc 16

C noMonIpI0 OPraHU3aIIOHHO — MPABOBBIX JIOKYMEHTOB peaiu3yeTcs yrpaBieHdeckast QyHKIUs

BriGepure onuH OTBET:

a. HOPMaTUBHO-METOIUUECKOTO 00EeCTICUeHUS YIIPaBICHHS PEATPHUITHEM

b. KOHTPOJIS AeSITENbHOCTH MPEIPUSITHS

C. OpraHu3alMy ACATeTbHOCTH IPEATIPUATHUS

d. perynupoBaHus A€ATENBHOCTH IPEATIPUATHUS

Bompoc 17

Komnozunus nuceMa — 370. ..

Bribepute oanH OTBeT:

a. TOCJIeIOBATENILHOCTD PACIIONIOKEHUS MPEIIOKEHUI B TEKCTE IOKYMEHTA

b. «i3bIkoBast hopMmyra» muchbMa

C. PacIONIOKEHUE PEKBU3UTOB MKUChMa U 3JIEMEHTOB TeKCTa Ha OJaHKe

d. II0CJICAOBATCIIBHOCTH B3aMMOCBS3aHHBIX CMBICIIOBBIX ‘IaCTeﬁ, O6Le}II/IHeHHBIX CAUHCTBOM TEMbI

Bompoc 18

VYkaxnTe BUJ JOKYMEHTA, BBIACIIEMBIH 110 (PYHKIMU yIpaBICHUS

Bribepute oauH OTBeT:

a. 10cbe

b. oTuér

C. DJIEKTPOHHBIA JOKYMEHT

d. ankera



Bormpoc 19

K undopmamoHHO-cIIpaBOUHBIM TOKYMEHTaM OTHOCSTCS:

Bribepute oanH OTBeT:

a. pUKa3

b. yctas

C. 0OBsICHUTENIbHAS 3aIIHCKa

d. mocTanoBneHue

Bormpoc 20

IlepconanbHble CBENEHUS O TPaKIaHAX SIBISIFOTCS

Bribepute oanH OTBeT:

a. na(opmarueil, OTHECEHHON K KOMMEPUYECKOW TaiHe

b. naopmManmeit OTKpBITOTO JOCTyTIA

C. KoHpHIeHIUATEHON NHpOpMarHel

d. naopmanmeii, oTHeCEHHON K TOCYIapCTBEHHOM TaiiHe

Bormpoc 21

OyHKIMOHATBHAS KIacCU(PHUKALUs JOKYMEHTOB OCYIIECTBIISICTCS MO CIEAYIOIEMY OCHOBAaHHIO

Bribepute oauH OTBeT:

a. BpeMs NOSIBJICHUS TOKYMEHTA

b. nHpOpMAIOHHAS COCTABIISIONMIASA JOKYMEHTA

C. croco0 3aKperuieH s ”HPOpPMaIuK Ha MaTepHATIbHOM HOCHUTEIE

d. BUI MaTtepuanbHOTO HOCUTENS JOKYMEHTA

Bompoc 22

DneKkTpoHHbIe MH()OPMAIMOHHBIE PECYPCHI, CO3JaBaeMble pa3IMYHBIMU TMPESINPUSTHIMUA U
HETIOCPEICTBEHHO CBS3aHHBIC C OCYIIECTBICHUEM UX OCHOBHOM JEATENbHOCTH

BriGepute onuH OTBET:

a. BCTPOCHHBIE HH()OPMALIMOHHBIE PECYPCHI

b. 3MEKTPOHHBIC OUOIUOTEKH

C. KOMMYHHKAaTUBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacnpenenénnble HHGOPMALIMOHHBIE PECYPCHI

Bompoc 23

birank nokymeHTa — 31o0. ..

Bribepure oanH OTBeT:

a. HaOpaHHBIN Ha KOMIIBIOTEPE TUIIOBOI JOKYMEHT

b. TOKYMEHT, OTIIeYaTaHHbI B TULIOTpadUH

c. HabOp PeKBU3UTOB, HICHTU(HHUIMPYIOIIKX aBTOPa OPHUIHATBEHOTO TOKYMEHTa

d. TOKyMEHT C OBTOPSIOLIMMCS TEKCTOM

Bompoc 24

OcHoBHas KiIaccu(pUKAIMOHHAS eUHUIA B QYHKIIMOHAIBHOM KIacCU(pHUKAIINN TOKYMEHTOB

Bribepure oanH OTBeT:

a. MOJUIMHHKK JJOKYMEHTa

b. neno

C. IyOIUKaT JOKyMEHTa

d. BUI 1OKyMeHTa

Bompoc 25

Knaccudukanus 1oKyMeHTOB Ha WHAMBUAYaJbHbBIE, TpadapeTHble, IPUMEPHBIE OCYILECTBISETCS
0 CJICAYIOIEMY OCHOBaHHIO

Bri6epute onuH OTBET:

a. CTereHb CJI0KHOCTU

b. cTeneHs TOUHOCTH

C. CTeNeHb YHU(PHUKAIIH

d. cTenieHp OTKPBITOCTH

Bompoc 26

[Ipomomxute onpeaesaeHne: cuCTeMa JIOKYMEHTAIH — 3TO. ..

Bri6epute onuH OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHBIX IPOLIEAYPOH NPUHATHS YIPABICHIECKOTO PELLICHUS

b. pa3HOpOIHBIE IO CBOEMY MIPOUCXOKACHHUIO, PA3HOOOPa3HbIE MO BUIOBOMY COCTaBY JOKYMEHTHI,
00pa3oBaBIIKECs B IIPOLIECCE ESATEIFHOCTH OTACIBHOIO (PM3UIECKOTO JIMIA



C. COBOKYITHOCTH JJOKYMEHTOB, B3aMOCBSI3aHHBIX IT0JI TPU3HAKAM TPOUCXOXK/ICHHUS, HA3HAYCHUS,
BHJIA, ChEepHI ACATEIBHOCTH, €IUHBIX TPeOOBaHUH K 0(hOPMIICHHUIO

d. JOKyMEHTHI W MaccHBbl JOKYMEHTOB B HWH(OPMAIMOHHBIX CHCTEMax, YIOPSIOYECHHBIE
omnpenenéHHBIM 00pa3oM

Bormpoc 27

JesTensHOCTh TIO YCTAHOBJIEHUIO M ITUPOKOMY MHOTOKPAaTHOMY HWCIOJB30BAaHUIO TPEOOBaHUIA,
HOPM, MPABWI U XapPaKTEPUCTHK, KaK 00S3aTSIIBHBIX JIJIsl BBITOJHEHUS, TAK U PEKOMEHIYEMBIX, B HEISIX
JIOCTHKEHHS ONTUMAIBHON CTEIIEHH YIOPSA0OYSHHOCTH B TOW WIIM MHOU 001acTh

BriGepuTte oauH OTBET:

a. TapMOHHU3aIUA

b. cranmaptuzanus

C. CHCTEMaTH3aIus

d. yauduxanus
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OueHouyHble CpeacTBa NMPOMEKYTOIHOI0 KOHTPOJIA MO pa3aejiamM

KoHnTposabHbie Bonpockl o Kypcey «JlokymeHTOBeeHre» K pa3aeay 1

IlonsTre cucreMsl fokyMeHTalMu. Mcropuueckoe pa3BUTHE CUCTEM TOKYMEHTAIUH.

OcHoBHBIE PYHKIIMOHAFHBIE CHCTEMBI JOKyMeHTannu B Poccuiickoit deneparum.
CrangapTuzanus 1 YHHQUKAIHS JOKYMEHTOB.

YHuUIUpOBaHHBIE CHUCTEMBI  JOKyMeHTanuu. KiaccudukaTopsl  JOKyMEHTHPOBaHHOMN
nH()OpMAaITHH.

OpranuzanmoHHo-pactiopsiauTenbaas — gokymenramus. OK  011-93  «OOmepoccuiickuii
KJIacCU(UKATOp YIPaBICHYECKOH MOKYMEHTAllMM» W OTpaXXCHHWE B HEM YHHPHULIUPOBAHHOU
CUCTEMBI OpPraHU3alMOHHO-PACTIOPSIUTENEHON JOKYMEHTAIINH.

THIbI JOKYMEHTOB, UX KJIACCH()UKALIH.

JoxymeHT kak cucreMa. CTpyKkTypa JOKyMeHTa. BHELIHss 1 BHyTpeHHsS CTPYKTYpa JOKYMEHTA.
Dopmyisip TOKyMeHTa, ero pazButre. CoBpeMeHHbIe TpeOoBaHUs K GopMyIIsIpy yIpaBIeHYECKOTO
JOKyMEHTA.

IOpunuueckas cuna nokymenra. HopmatuHo-Metoanueckas 6aza ohopmieHUsS JOKYMEHTOB.
Dopmynsip-o0paser OpraHn3aluoHHO-PACTIOPSAUTENEHOTO JOKYMEHTA: 001Iast XapaKTepUCTHKA.
I'OCT P 6.30-2003 «YHuUIEpOBaHHAS CHCTEMA OPTaHU3AIMOHHO-PACTOPAIUTEIFHON
JokyMeHTanuu. TpeGoBaHusi K OGOPMIICHHIO ITOKyMEHTOB». OOJacTe NPUMEHEHHs, COCTaB
PEKBU3UTOB, PETJIAMEHTHPYEMBIX T'OCYAAPCTBEHHBIM CTaHAAPTOM.

TpeboBanus k 6JaHKaM OpPraHU3alMOHHO-PACTIOPAIUTEIBHBIX IOKYMEHTOB.

O0mue TpeOoBaHMA K OQGOPMIICHHIO PEKBU3UTOB OPTraHU3AIMOHHO-PACTIOPSIUTENBHBIX
nokymenToB coriacao [OCT P 6.30-2003.

TpeboBanus k odopmieHHI0 pekBU3UTOB «[ocynapcTBenHsiii Tepd Poccuiickoit deneparmmy,
«I'ep6 cyObexra Poccuiickoit ®@epepaunm», «OMmbOiaemMa opraHu3alvy, TOBapHBIM 3HAK (3HAK

00CITyKUBaHUS )».

TpeboBanus k ohopmiieHHIO pekBr3nTa «HarmMeHoBaHUE OpraHnu3aimy.

CrpaBounass wH(popmanus 00 OpraHuM3allid — aBTOpPE JOKyMEHTa M TpeOoBaHHWsS K &
0 OpMIICHHIO.

TpeboBanus k odopmieHuo pexkBu3uToB «Kom ¢dopmel nokymeHrtay, «HauMeHnoBanue Buia
JOKYMEHTa».

Hara npoxymenrta. Ilopsmox odopmiienuss nat. TpeGoBaHus K OQOPMIIEHHIO PEKBH3UTOB
«PeructpauluoHHBIA HOMEp JOKyMEHTa», «CchbUlKa Ha PErUCTPalMOHHBII HOMEP W JaTy
JIOKyMEHTa, «MecTO COCTaBIICHUS WIH U3aHUS JOKYMEHTA.

[IpaBuna HancaHus agpecata U MECTO YKa3aHHS aapecara B popMmyisipe fokymMeHTa. OTpakeHne
ctepsl neiicTBrst JoKyMeHTa B ero anapecare. [lopsgok odopmiueHust JOKyMEHTa ¢ HECKOTbKAMHU
aapecatamu. [lopsaok opopmiteHUsI TOYTOBOTO aapeca.

VYr1Bepxacaue qokyMeHTOB. CriocoObl yTBepkaenus. CocTaB rpuda yTBepKICHUS, TIOPSIOK eT0o
odopmIIeHHs, MECTO B (DOpPMYIISIpe TOKyMeHTa. JJOKyMEHTBI, TOJyIekKaInue YTBEPKICHHIO.
CocraB yocToBepeHHs JOKYMEHTOB. HazHadueHue moamucanus qoKyMeHToB. [IpaBuia moamucu
JIOKYMEHTOB Pa3IMIHBIX KaTeropuii. Mecto moamucu B GOpMyssipe TOKyMEHTa. DJIEKTPOHHAs
MOJTHKCH.

[Teyatn u nx Ha3HaueHue. Buabl nevareit. ['ocynapcTBeHHast repOoBasi meyarb. 3aKOHOATEIILCTBO
00 M3TOTOBJICHWHM W TIOJIb30BaHWM TmedaTed. Ilopsmok mpocTaBiIeHUS OTTHCKA TeYaTd Ha
JIOKyMEHTAaX.

CornacoBanue aokymenrta. llopsgok u Buabl cornacoBanus. ['pud U BU3BI COTIACOBaHUS, MX
odopmiieHue, Mecto B opMyisipe JoKyMeHTa. Buza o3nHakomiteHus, opsiok e€ odopmiieHus,
MecTO B (OpMyJIsipe JOKYMEHTA.

OTMeTkH Ha JOKyMEHTaX. MX poiap B MNPOXOXKIACHUM U HUCIOJHEHUHU JOKYMEHTa, MECTO B
dopmyisipe nokymenTa. Ocoboe HazHaueHHE PE3ONIONUH. TpeOoBaHUE K €€ COJIEPKAHUIO H
opopmienuto. OTMETKH O B3ATHH JIOKyMEHTa Ha KOHTPOINb, HCIIONIHEHUH JOKYMCHTA,
UCIIOJIHUTENIE U JIP.
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[loHATHE «TEKCT HNOKYMEHTa» IIpU PAa3IUUHBIX crocobax aokyMmeHTHpoBaHusd. CueHapuil
HOJTrOTOBKU JokyMeHTa. CozepikaHue MPOCThIX M CIOXKHBIX JTOKYMEHTOB. Ilopsinok usnoskeHus
TEKCTa JIOKyMEHTa.

JluHrBHCTHYECKHE OCOOCHHOCTH JOKyMEHTa. CTHIUCTHYECKUE TpeOOBaHMS TOYHOCTH, SICHOCTH
TEKCTa JOKyMeHTa. Jlornyeckas cTpykTypa Tekcra. B3auMocBs3b CTHIIMCTUYECKUX TPeOOBaHUI K
TEKCTY IOKYMEHTa M MX S3bIKOBBIX CPEICTB BbIpakeHHs. dopmanuzanus TEKCTa TOKYMEHTA.
OnemeHTHl Tekcta. TpeOoBaHus K OQOPMIIEHHIO TEKCTa B BWAE AaHKETHI, TaONHIBI, CBS3HOTO
TEKCTAa.

[lonsATHe «3aroyioBok qokymeHTta». HasHaueHue 3aronoBka, ero Mecto B GopMyisipe JOKYMEHTa.
[TpunokeHue K TEKCTY U TpeOOBaHUS K €ro 0PpOpMIICHUIO.

Texunueckne TpeOoBaHUS K O(GOPMIICHHIO PEKBH3UTOB OPTaHU3AIMOHHO-PACIOPSANTENBHBIX
JOKYMEHTOB.

OOmue TpeOOBaHUS K COCTaBICHHIO M OQOPMIICHHUIO OCHOBHBIX BHJOB YIPaBICHUYECKUX
JIOKYMEHTOB.

KoHTpoJibHbIE TeopeTHYecKHe BOMPOCHI Mo Kypey «/lokyMeHTOBeneHHe» K pasaejaam 2
Kypca

OOmue TpeOOBaHHS K COCTaBICHUIO M OQOPMIICHHIO OCHOBHBIX BHIOB OPTraHH3AIMOHHBIX

JOKYMEHTOB.

CocraBnenue 1 0ohOpMIICHHE OCHOBHBIX BUJOB YUPEAUTEIBHBIX JOKYMEHTOB.

CocraBnenue 1 ohopMIICHHE TIOJIOXKEHHUS O CTPYKTYPHOM MOJpPA3CICHUN OpPTraHU3aluHy.

Cocrasnenue 1 ohopMIIeHHE TIPAaBUII BHYTPEHHETO TPYAOBOTO PACIOPSIKA.

CocraBnenue 1 0ohopMIICHHE HHCTPYKLMHA OPTaHU3alMOHHO-METOINYECKOr0 XapaKkTepa.

Cocrasnenue 1 ohopMIICHHE JOJKHOCTHBIX HHCTPYKINH.

Cocrasnenue u ohopmIIeHHE aIMUHUCTPATHBHOTO PETJIAMEHTA.

OOmue TpeOOBaHUS K COCTAaBICHHWIO M O(OPMIICHHIO OCHOBHBIX BHIOB PacCIOPSANUTENBHBIX

JOKYMEHTOB»

Cocrapiienne U o(opMIICHHE PACTOPAIUTEIBHBIX JIOKYMEHTOB, M3/1aBa€MbIX Ha MPUHIIMITAX

€AMHOHAYAIIHS.

CocraBinenue U O(QOpPMIIEHHE PACHOPSIUTEIbHBIX NOKYMEHTOB, HM3[JaBacMbIX Ha NPUHIMIIAX

KOJIJIETHAJIbHOCTH.

O6mue TpeOoBaHUsI K COCTaBJICHUIO u odopmitenuro OCHOBHBIX BHJIOB

MH()OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB, IIepelaBaeMbIX 0 Pa3IMYHBIM KaHAJIaM CBS3H.

JenoBasi mepenucka: IMOHATHE, KilacCUPHUKALUSA, pPOJIb W (QYHKIUHM B YIPaBICHYECKOH

JeSITeIbHOCTH, 3aKOHOIATEIEHOE PErYJINPOBAHHE.

CpencrBa CBsI3M, HCHOJB3YEMbIE JUIS JOCTaBKH JEJIOBOM KOppecHOHACHIMH. JlOKyMEeHTBI,

nepeaaBaeMble 10 KaHalaM 3JIeKTPOCBSA3U. TeJerpammbl  (TeJETalIorpaMMbl), TENEKCHI.

®dakcorpamma (hakc). TenedonorpamMmma. IIEKTPOHHOE TTUCHEMO.

Jenopbie mucbMa. O01ue TpeOOBaHMS K COCTABICHHIO U O(OPMIICHHIO JETIOBBIX ITHACEM.

Komnozumus Texcra Ae10Boro nucbMa. S3bIK, CTHIIb, STUKET AEJI0BOTO MUCHMA.

Kiaccudukaiiuu Je0BbIX MHCEM.

Cocrasienue u ohopMIICHHE TIHCEM, CBS3aHHBIX C pAaCIPOCTPAaHEHUEM WHPOPMAIHH.
Cocrasnenue 1 0hOpMIIEHHE THCEM, CBSI3aHHBIX C 00PAIIEHUSIMH 110 BHIITOJTHEHUIO TE€X HITH HHBIX

JICHCTBUM MM OKA3aHUIO YCIYT.

Cocrasienue u ohopMIICHHE TTHCEM-OTBETOB.

CocraBnenue u odopmwieHne mnuceM IlucbMa NPETEH3MOHHOTO XapakTepa, CBA3aHHBIX C

BBIpO)KEHHEM BHUMAHHSI U YUaCTHS.

Cocrasiienue ¥ 0popMIICHHE PEKOMEHIATSIIbHBIX THCEM, COITPOBOIUTEIIBHBIX TTHCEM.

O6mue TpeOOBaHUsI K COCTaBJICHHIO u o(opMIIEHUIO OCHOBHBIX BUJIOB

MH(QOPMAaIMOHHO-CITPABOYHBIX TOKYMEHTOB.

OcobernocTr 0pOPMIICHHUS aKTOB M IIPOTOKOJIOB.

OcobernocTr 0pOPMIICHHUS TOKIATHOM, CITYKEOHOU U 00BSICHUTEIHLHOM 3aIIMCOK.

Oco6eHHOCTH 0OPMIICHUS CIIPABOK, CBOJIOK, 3aKJIIOUEHHUH, OT3HIBOB, IEPEUHEH, CITUCKOB.



26. O6mue TpeOGoBaHUs K COCTABICHUIO U O(OPMIICHHIO OCHOBHBIX BH/IOB IOKYMEHTOB IO TPYAOBBIM
OTHOILIECHHUSM.

27. Jlnunble TOKYMEHTHI 1 OCOOCHHOCTH UX COCTaBJICHHSI U O(OPMIICHHSI.

[onsiTHe «MHpOPMALIMOHHBIE PECYPCHI» U «JOKYMEHTHBIE pecypchl». VX B3aUMOCBS3b.

Knaccudukanusa noxkymeHToB. Llenb U OCHOBHBIE METOABI KJIACCU(DUKALIH.

OcHOBaHUS U CXEMBI KJIaCCU(UKATIHH.

CemaHTHYECKHE KIIACCU(DUKALH.

DyHKIMOHATIBHBIE KJIacCU(UKALIH.

CkraznplBaHu€ CUCTEM TOKYMEHTALUH.

[NonsaTHs «yHHPUKALUSI) U «CTAHAAPTU3ALMS TOKYMEHTOB.

OcHoOBHBIE HaNpaBiIeHUs] YHU(DUKAMHA JOKYyMEHTOB Ha COBPEMEHHOM 3Tarle.

Yuudwukanus ¢opmaToB Oymar.

0. Yaudukanus Gpopm TOKyMEHTOB.

1. Vaudukanus TeKcTa JOKyMEHTa.

12. TMousaruitHas yHuQUKaus.

13. T'OCT P 6.30-2003. Ero cogepxanwne, 3HaUCHHE.

14. TpeGoBanusi K KOHCTpyMpoBaHHIO OJaHkoB. Buapl OnankoB. brnaHku npeanpustuii
pa3TYHBIX GOPM COOCTBEHHOCTH.

15. Ilonatue «cuctembl OOKyMeHTauMm». llpu3Haku cuctembl OokyMmMeHTauuu. OCHOBaHUS
KJaccu(UKaIMK CUCTEM JOKYMEHTAIIHH.

16. OyHKIMOHANBHBIE ¥ KOPIIOPATUBHBIE CUCTEMBI JOKYMEHTAIIHH.

17. TeHneHIMU HCTOPUUECKOTO PA3BUTHS CUCTEM TOKYMEHTALHH.

18. Cucrema Hay4HO-HCCIIEIOBATENBCKOM U IPOEKTHO-KOHCTPYKTOPCKOM JOKYMEHTAIINH.

19. Cucrtema naTeHTHOHN TOKYMEHTAI[MH U CTaHIaPThI.

20. ECKK TOCH, xakoBbI €€ 3a1a4d U COCTAB.

21. Crpykrypa Ki1accupuKaTopoB U JIEKAINUX B UX OCHOBE KOJIOB.

22. Cucrema TeXHOJIOTHUECKOM JOKYMEHTAIIHH.

23. Kanposas uH(OpMaLMOHHO-TOKYMEHTAIIMOHHAS CHCTEMA.

24. Cucrema OpraHu3alMOHHO-PACTIOPSAUTENEHON TOKYMEHTALMH.

25. CucreMbl TUIAHOBOW, WH(OPMAIMOHHO-CIIPaBOYHOH, HH(OPMAIMOHHO-aHATTUTUYECKOH H
OTYETHOM TOKYMEHTAIIUU.

26. Ilonstue «yHU(GUIUPOBAHHbBIE CUCTEMBI TOKYMEHTALII.

27. Haznauenue, onpenenenue u cocra Y COP/I.

28. TlonsiTHEe «KOMIUIEKCHI JOKYMEHTOBY. [lepBUUHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

29. CnoxxHble KOMIUIEKCHL. ['ocynapcTBeHHbIe apXxuBbl. CeTh rOCYIapCTBEHHBIX APXUBOB.

30. ITonsTue «10KyMeHTaIbHbBIH GQOHI» U «apXUBHBIN GoHI». X pazmuune.

31. YHU(UIMPOBAHHBIC CUCTEMBI JJOKYMEHTAIINH.

32. Tabens popMm 10KyMEHTOB. AJIbOOM POPM JTOKYMEHTOB.

33. Homenknarypa zein, e€ 3HaueHHe U IPUMEHEHKE B JeJIONPOU3BOICTBE.

34. Knaccudukatopbl TOKyMEHTUPOBAHHOW HH(POPMAIHH.

35. CocTaB MepcoHANBHBIX JOKYMEHTHBIX PECYPCOB.

36. KonnuecTBeHHAas U KaueCTBEHHAsl XapaKTEPUCTUKA apXUBHBIX KOMILJIEKCOB.

37. BcrpoeHHble 1 pacipeieEHHbBIE SIEKTPOHHBIE PECYPCHI.

38. MecTo 1 poiib AIEKTPOHHBIX OHMOIHOTEK B CHCTEME JOKYMEHTHBIX PECYPCOB, IEPCIIEKTUBBI UX
pa3BUTHSL.

39. Pecypchl Hay4YHO-TEXHUYECKOH M CTATUCTUYECKON MHPOPMALHIH.

40. JIokyMeHTHbIE pecypchl OHOIMOTEK U My3€ecB.

41. loxymeHTanbHble (OHABI TNPEANPHUSATHHA, yUpeKIAeHWH, oprannzanuii. llepBudnbie
KOMIIJIEKCHI JIOKYMEHTOB.

42. DnexTpoHHbIC 0a3bl JaHHBIX.

43. DKcnepTu3a IEHHOCTH JOKYMEHTOB.

44. DxcnepTHbIE KOMHCCUH OpTaHU3alHH.

RBRowoo~NooOR~wNE

3anaHus K NPAKTHYECKOH YaCTH 3a4eTa ¢ OeHKoi 1o Kypcey «/JokymeHnToBeneHue)

1. KomrnekcHsbiil aHanu3 JOJKHOCTHOW HHCTPYKIIMU M €r0 PEJaKTUPOBAHUE.



RBooo~NoGaRr~LN

0.
1.
12.
13.

KommiekcHbIN aHaIU3 yUYpEAUTEIBHOTO JOKYMEHTA U €r0 peJaKTHPOBAHUE.
KommiekcHbIl aHaIU3 NOJI0KEHHSI 10 OCHOBHOM JIESITEILHOCTH U €0 pEAAKTUPOBAHUE.
KommnekcHblit aHaINU3 pacopsKeHUS.

KommnekcHplit aHanu3 npukasa mo OCHOBHOM JIEATEIFHOCTU U €r0 PeIaKTUPOBAHUE.
KommiekcHbIN aHaIU3 NOCTaHOBJIEHUS U €r0 peJaKTUPOBAHUE.

KowmrnekcHbiil aHanu3 pemnieHus 1 ero pelakTHpOBaHue.

KommnekcHblit aHanu3 yka3zaHus U €ro pelakTUPOBAHUE.

KomruiexcHblit aHanmu3 ciry>ke0HOro MIchMa U eT0 pelakTHPOBaHHE.

KomrnekcHbii aHanu3 MpOTOKOJIa U €T0 pelaKTUPOBAHHUE.

KommnekcHblit aHaM3 akTa ¥ €ro peJakTHpOBaHUE.

KomrutekcHbI# aHanu3 ciyKeOHOM 3amucKy U e€ pelakTUPOBaHUE.

KomrnekcHbii aHanu3 cripaBky U €€ peJakTUPOBaHUE.

I[IpakTHYeckoe 3a1aHMe K 3a4eTy ¢ OLeHKOI

[IpousBectn GOpPMYISpHBINA aHATM3 OAHOTO JOKyMeHTa (10 BeIOOpY mpenonaBatens). K xaxoi
cucTeMe, MOoJCHCTEME AOKYMEHTALUH OTHOCHUTCSI JAaHHbBIM JOKYMEHT. B Kakoil/me KOMIIeKC/bI MOXKET
BOWTHU aHAJIM3UPYEMBI TOKYMEHT.

BapuanTtsl npuiiokeHuit

Bapuanr 1 - cipaBka KOHKPETHOH OpraHu3aluu

BapuaHT 2- mucbMO KOHKPETHOM OpraHu3aiiu

BapHaHT 3- MprKa3 KOHKPETHON OpraHu3aluu

Bapuanr 4 - pacnopsikeHrue KOHKPETHONW OpraHU3aluy

BapuaHT 5- akT KOHKPETHOI OpraHu3aluu



OueHo4yHbIe CPEICTBA 1JI51 MPOBEIEHUS MPOMEKYTOYHOM aTTecTallun

IMpuioxenue2

CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[InanupyeMsl pe3ynbTaTsl 00ydeHHs

O1eHOYHBIE CPEeICTBA

I1K-3 Bia1agenue

M 3HAHUSAMHU OCHOBHBIX HpOﬁJIEM B 00J1aCTH JOKYMCHTOBCACHUSA M APXUBOBCACHUSA

3HaTh

- TOKYMEHTOBETYECKYIO TEPMUHOJIOTHIO;

-  HOPMATUBHO-METOAMYECKHE  MaTepuaibl 1O  JOKYMEHTHUPOBAHUIO
YIPABICHUYECKON NESTEIbHOCTH;

- CIIOCOOBI ¥ CPEJICTBA JIOKYMEHTUPOBAHUS;

- 3aKOHOMEPHOCTH Pa3BUTHUS IOKYMEHTA;

- CTPYKTYpPY JOKYMEHTA;

- XapaKTEePHUCTUKY U COCTaB YHU(PHIIMPOBAHHBIX CUCTEM JOKYMEHTAIIHH;

- THUIIOBOM COCTaB CHUCTEM JOKYMCHTAIlUM  YYPEXKACHUH 000U

OpraHU3alMOHHO-TIPABOBOM (POPMBL;

- IpaBUJIa COCTABIICHUS M OQOPMIICHHUS IOKYMEHTOB;

- IOPSII0K OPTaHU3ALUU TOKYMEHTOB B KOMIUIEKCHI;

- KpUTEpUM ¥ [NPUHUUIBL ONPEJCIICHHUs HAyYHO-UCTOPUYECKUU U
MIPAKTUYECKOM [IEHHOCTH TIOKYMEHTOB;

- TEHJICHIIMU Pa3BUTHA WHQPOPMAIUOHHO-TOKYMEHTAIIHOHHOTO O0ecreueHHs
YIPABJICHUS U apXUBHOIO JieJa

Bomnpocsl k 3auety 1 Kypc

1. [Tonstue cucrteMsl AokyMeHTauuu. VMcTopudeckoe pa3BUTHE CHUCTEM
JOKyMEHTALUH.

2. Tunbel JOKYMEHTOB, X KJIacCU(UKAIIUY.

3. HoxymMeHT kak cucrema. BHemHSss W BHYTPEHHSsI CTPYKTypa
JIOKYMEHTA: 0011ast XapaKTePUCTHKA.

4. CpencTBa  CBsI3M, HUCHONb3yeMble Ui JOCTaBKU  JAEIIOBOM

KoppecnoHAeHuu. TpeboBaHus K JOKYMEHTaM, MepeaaBaeMbIM TI0 KaHajlam
JNIEKTPOCBSI3H.

5. OO6mue TpeOOBaHUS K COCTABICHUIO U O)OPMIICHHIO JIEJIOBBIX ITHCEM.
Kommnozutus Tekcra, si3bIK, CTUIIb, STHKET JEJI0BOTO MHCHMA.
6. JlenoBast mepenmcka: oOIIME CBEACHUSA, KiIacCUpUKAIUSA, POJb B

YIPaBIEHUYECKON NESTEIbHOCTH, GYHKUIMH. 3aKOHOIATEIbHOE PEryJInpOBaHNE
JI€JI0BOM NIEPETIHCKHU.
1. PacniopsimurenbHast JOKyMeHTaIMs: 00IIast XapaKTepUCTHKA.

Hrorossblii Tect 32 1 Kypc
Bompoc 1
CornacHo CTaHIApTU3HPOBAHHOMY OIPEAEICHHUIO, BHJl NMHUCHBMEHHOTO
JIOKYMEHTa — 3TO:
BribepuTe oauH OTBET:
a. o(hMIIMABHBIA JOKYMEHT, CO3/IaHHBIA B TUCHMEHHOM BH/IE
b. HauMeHOBaHME [OKYMEHTa, O(GOPMIICHHOTO IO YCTaHOBJICHHBIM
MpaBUIaM MaIIMHOIHMCHBIM CIIOCOOOM
C. TPHUHAUIEKHOCTh MUCBMEHHOTO  JOKYMEHTa K
JIOKYMEHTAIMH 0 IPU3HAaKaM COAEPKAHUA U IIeJIEBOr0 Ha3HAYEHHS
d. pa3HOBHIIHOCTH JOKYMEHTA, UCTIOJIHEHHOTO rpa)MueCKUMH 3HAKAMH
— OykBamu, nudpamu, ueporiaudamu

CHCTEMC




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

Bormpoc 2

CornacHo CTaHAAPTU3UPOBAHHOMY OIPEICIICHHUIO, YHH(PHIUpOBaHHASL
(dhopma JOKyMeHTa — 3TO:

BriGepute o OTBET:

a. wuHbOpMamus, 3amMcaHHAas Ha PA3NUYHBIX HOCHUTEISX 10
YCTAaHOBJICHHBIM MpaBHIIaM

b. COBOKYNHOCTH PEKBH3HTOB, YCTAHOBJICHHBIX B COOTBETCTBHU C
penraeMbIMH B JJaHHOH cepe AesTeTbHOCTH 3aJadaMi M PacloiI0KEHHBIX B
OTIpEJICIIEHHOM TOPSAKE Ha HOCUTelNe HH(POpMAaIuu

Cc. HabOp pEKBHU3UTOB OQUIMATBHOTO THCHBMEHHOTO JOKYMEHTa,
PacIOIOKEHHBIX B ONPEISNICHHON ITOCIEA0BATEIEHOCTH

d. HAbOp PEKBHU3WTOB, WASCHTH(PHUIMPYIOMUX aBTOpa O(HUIIHUATHHOTO
MHCEMEHHOTO IOKYMEHTa

Bompoc 3
Yaudukamms JOKyMEHTOB — 3TO:
Bribepure onH OTBET:

a. MPUMEHEHUE TaOJIUIl U aHKET

b. onpeneneHue mopska opopMIICHHS TOKYMEHTOB

C. CBeJIeHWE K MUHIMYMY pazHoo0pa3us BUIOB U GOPM JOKYMEHTOB

d. pa3paboTka «iadioHa» TOKyMEHTa

Bomnpoc4

CoriacHo CTaHJIapTH3UPOBAHHOMY OTpEeJICIICHUIO,

OpTaHU3aIMOHHO-PACTIOPSIUTEIbHBIN JOKYMEHT — 3TO:
Bribepure oauH OTBeT:

a. JOKYMEHT, CO3JaHHBIH IOPUAMYECKHM WM (U3HMUYECKHM JIUIIOM,
opopMIIEHHBIH H  yJOCTOBEPEHHBIH B  YCTAHOBJICHHOM TIOPSIKE |
WCTIONB3YEMBIi B TEKYIIEH IeATEILHOCTH OpTaHU3aIuu

b. BUJI NMUCBMEHHOTO JOKYMEHTA, OTPaKalOUIMH JOKYMEHTHpPOBaHHUE
OpPraHu3alMOHHO-PACTIOPSAUTENBHOMN JIESITENIbHOCTH OPraHOB, OpraHu3aluil 1
JOJDKHOCTHBIX JIUT]

C. BUJ NHCBMEHHOTO JOKYMEHTa, B KOTOPOM (DUKCHUPYIOT pEIICHHE
aJIMUHUCTPATUBHBIX M OpPraHU3allMOHHBIX BOIPOCOB, & TaKXe BOIPOCOB
yIIpaBJICHHS, B3aNMOICHCTBHS, 00ECIIEUEeHHSI U PETyJIHPOBAHUS AEATCIBHOCTH




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

OpPraHOB  BJIACTH, YYPEXKACHUW, MNPEAUPUITHH,  OpraHu3aluui, ux
MOApa3ACICHUN U TOJKHOCTHBIX JINIL

d. TIEPBUYHBIN, MUHUMAaJIbHBIN 9JIEMEHT CHUCTEMBI
OpraHU3alMOHHO-PACIOPAIUTENBHON JOKYMEHTALNN
Bompoc 5
Kaxkue OJICUCTEMBI HE BXOOST B CHUCTEMY

OpraHU3alMOHHO-PACTIOPSIANTEIHLHON JOKYMECHTAIINH:
Bribepute oguH OTBET:
a. OpraHW3aIIOHHO-TIPABOBAas JOKYMCHTAIIHS
b. mnaHoBas JOKyMEHTALIUSA
C. pacropsAuTeIbHas JOKYMEHTAIUS
d. nH(bOPMAITMOHHO-CITPABOYHAS JOKYMEHTAIIHS
Bompoc 6
Ha kakue THITBI TOAPA3AEISIIOTCS JOKYMEHTBI TI0 ITPOHCXOXKICHHIO:
BriGepure onuH OTBET:
a. BXOJISIIIUE/UCXOIAIINE/ BHY TPEHHHUE
b. naaMBUAYanbHBIE/TpadapeTHbIe/ TUIIOBEIC
C. TM4HbIe/ OUIHATEHBIC
d. obOuienoctynHble/ KOHPUICHIIUAIbHbBIC/ CEKPETHBIC
Bomnpoc 7
Ha kakue THITBI TOAPA3AEISIOTCS JOKYMEHTBI TI0 CIIOCO0Y M3JI0KEHHMS:
BriGepure onuH OTBET:
a. MHUchMa/TesnierpaMMbl/ TeneOHOTPaMMBl/ TENEKCHI/ (aKcorpamMMbl/
3JIEKTPOHHBIE COOOIICHUS
b. nanuBuAyansHble/ TpadapeTHble/ TUTIOBBIE
C. MOJIMHHUKY/ KOTMU/ AyOJINKAThI
d. obmienocTynHble/ KOHPUIECHIIHAIbHbIE/ CEKPETHBIC
Bompoc 8
[Mo xakoMmy mpU3HAKy JOKYMEHTHI MOJPA3JCISIOTCS Ha IOTMHHUKA
(opurunansn)/ Kormuu/ IyONUKATHI:
Bribepure oauH OTBeT:
a. 1o (hopme MpeaCcTaBICHUS
b. o chepe pesTenpHOCTH




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

C. IO cTIOcO0y Tepeaadn

d. Mo cTeneHu MOTMHHOCTH

Bompoc 9

CornacHo CTaHIaPTH3UPOBAHHOMY OTIPEIEIICHHIO, cucTeMa
JOKYMEHTAIU! — 3TO:

Bribepure oanH OTBeT:

a. COBOKYITHOCTh JOKYMEHTOB, OOpa3ylOIIUXCsS B AEATEIBHOCTH
IOPUAMYIECKOTO HITH (PU3UIECKOTO JIMIA

b. KOMIUIEKCHI JOKYMEHTOB, OTpa)Kalollyie TPOU3BOJICTBEHHBIE,
yhpaBiieHUeCKHe, (UHAHCOBBIE MPOIECCHl MPENNpPUSTHH, OpraHU3alHi,
yUpexKACHUI

c. cucTeMa HOPMaTHBHBIX aKTOB, perIaMeHTHPYIOLIHX
JOKYMCHTHPOBAaHUE JESITEIBHOCTH H  JOKYMEHTOOOOPOT MpenpHusITHH
Pa3IUYHBIX OPraHU3alMOHHO-TIPABOBBIX (hOPM

d. COBOKYNHOCTh [IOKyMEHTOB, B3aUMOCBS3aHHBIX II0 TPH3HAKaM
NPOMCXOXKJCHHS, Ha3HA4YCHUs, BHJA, CcQepbl JCATENbHOCTH, EIHHBIX
TpeOoBaHMii K X 0(hOPMIICHHIO

Bomnpoc 10

Kakoii 1oKkyMeHT HeJb3s1 OTHECTH K JIMYHBIM JOKYMEHTaM:

Bribepure onH OTBET:

a. XapaKTepHCTHKa

b. pesrome

C. TMYHAas KapTOYKa

d. aBTOOMOrpadus

Bompoc 11

CornacHo cTaHAApPTU3UPOBAHHOMY OIIPEENICHUI0, YHU(PHIIUpOBaHHASL
crcTeMa JJOKYMEHTAIIU! — 3TO:

Bribepure oauH OTBeT:

a. COBOKYITHOCTh JIOKyMEHTOB, B3aUMOCBSI3aHHBIX [0 TPU3HAKaM
MPOUCXOXKJICHHsI, Ha3HA4YeHHs, BHIA, c(hepbl JeSTENbHOCTH, EIMHBIX
TpeOOoBaHM K X 0(hOPMIICHHIO

b. cucrema JOKyMEHTalMH, COCTaBI€HHE M OQOPMIICHHE KOTOPOH
perIaMeHTHPOBAHO HOPMATUBHBIMHU aKTaMHU




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

C. cHCTeMa JIOKyMCHTAallMH, CO3/JaHHAs 10 CJUHBIM IpaBWIaM |
TpeOOBaHMsIM, cofiepKaias HHPOPMAaLUIO, HEOOXOIUMYIO sl YIIPaBICHHUS B
oTpeiesieHHOH cepe AeATeNbHOCTH

d. cuctema qOKyMEHTaNNN, IMEIOTAS €IUHBIA (HOPMYIISpP

Kakue 51eMeHTBI SBISIOTCS CAaMBIMH KpPYIMHBIMH CTPYKTYPHBIMH
JJIEMEHTaMH JJOKYMEHTA KaK CUCTEMBI:
Bribepure oanH OTBeT:

a. copepkanne u popma

b. 3aronoBoYHas1, copepKareabHas 1 0QOpPMIISIONIas 4acTH

C. PEKBU3UTHI

d. cmyxebOHOe 1 pabouee moie JOKyMEHTa

Bompoc 12
[Mponomxkute onpenenenue: GopMysIsip TOKYMEHTa 3TO - ...
BriGepure onuH OTBET:

a. HaOOp pEKBU3HTOB O(DHIMAIBHOIO IHCHMEHHOTO JOKyMEHTa,
PACTIOJIOKEHHBIX B OTIPE/ICIIEHHOMN MTOCIIEI0BATEIbHOCTH

b. Habop peKBU3NTOB, MICHTUGHUIHMPYIOIMIUX aBTOpPa O(UIUATHEHOTO
MHCEMEHHOTO JOKyMEHTa

c. 3aUKCHpPOBaHHAs HAa MaTEpUAILHOM HOCHUTeJe WHQpOpMAaIUs C
PEKBHU3UTAMH, TIO3BOJISIFOIIUMU €€ UICHTH(OUIINPOBATh

d. BHyTpeHHsIs popMa JOKYMEHTa, OIPEIeIISIoNas CTPYKTYpy TeKCTa U
€ro S3BIKOBBIE OCOOCHHOCTH

Bompoc 13
[Iponomxute onpeaenenue: OJIaHK TOKYMEHTa — 3TO ...
Bribepure oauH OTBeT:

a. MOJeNb TIOCTPOCHUS JOKYMEHTa, YyCTaHaBJIMBaromas o01acTh
npuMeHeHus, (opMarhl, pa3Mepbl ToJieH, TpeOOBaHUS K TOCTPOCHHUIO
KOHCTPYKLHMOHHON CETKH U OCHOBHBIE PEKBHU3UTHI

b. THmoBas Mojenb, cojiepXkaimas COBOKYITHOCTh O0s3aTelIbHBIX
PEKBU3UTOB, CBOMCTBEHHBIX JIOKyMEHTaM YHHU(DHIMPOBAHHOW CHCTEMBI
OpraHU3allMOHHO-PACTIOPSIUTETILHON JOKYMEHTAlMM M PACIIONOKEHHBIX
OTIpeIeJIEHHBIM 00pa3oM

C. HabOp pEeKBU3HTOB O(DHIMAIGHOIO TNHCHMEHHOTO JOKYMEHTa,




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

PacIOIOKEHHBIX B ONPEICNICHHON ITOCIeA0BATEIEHOCTH
d. Habop pEKBU3UTOB, WACHTUPHUUIUPYIOIIUX aBTOpa O(UIHAILHOTO
MUCBMEHHOTO IOKYMEHTA
Bompoc 14
KakoMy MOHSATHIO COOTBETCTBYET CIEIYIOIIasi XapaKTePUCTHKA: «ITOT
dbopMynap XapakTepu3yercsl ONpeACICHHBIM KOJMYECTBOM PEKBU3HUTOB,
PACTIOJIOKEHHBIX B CTPOTOW TOCIEAOBATENBHOCTH, W XapakTepeH s
KOHKPETHOT'O BU/Ia IOKYMEHTOB, HallpUMep, IPHKa3a, akTay:
Bribepure oauH OTBET:
a. TUTIOBOM (OPMYIISIp
b. popmymsap
c. popmysip-oOpaserr
d. uHIUBHU Ty bHBIN HOPMYILSIpP

Bompoc 15
Kakomy JOKyMEHTY COOTBETCTBYET CJICAYIOIIAs XapaKTePUCTHKA: «ITO
NUCBMEHHOE TIOJTHOMOYHME, BBIaBAEMOE OJHHM JIHIOM (yUYpexKICHHEM)
JPYroMy JIMILY ISl TIPEICTABUTENILCTBA MEPE TPETHUM JIUIIOMY.
Bribepure onH OTBET:
a. pacmucka
b. 3asBeHNE
C. IOBEPEHHOCTh
d. cnpaBka
Bompoc 16
OTMeTUTH BOIPOC
Kak nepeBouTCs ¢ TaTHHCKOTO TEPMHH «PEKBU3UT» (J1aT. requisitum):
Bri6epuTe oguH OTBET:
a. MUHAMAaJIbHAs 9acTh
b. TpeGyemoe, HEOOXOTUMOE
C. CTPYKTYPHBIH 3JIEMEHT
d. atpulyT conepxaHus
Bompoc 17
KakoMy TepMHHY COOTBETCTBYET CIICAYIONIEE CTaHAapTU3NPOBAHHOE




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

onpenenenne (3akperuieHHoe B 'OCT P 51141-98): «... — 3T0 00s3aTeIbHBII
3NIeMEHT 0(popMIIEHUS OPHUIUATBEHOTO TOKYMEHTa:

Bribepute oanH OTBeT:

a. PEKBU3UT JOKyMEHTa

b. 3arojoBoYHas 4aCTh JOKyMEHTA
c. pabouee moJje JOKyMeHTa

d. 6naHk JOKyMeHTa

Bompoc 18

Kakomy TepMHHY COOTBETCTBYET CIEYIONIAs XapaKTEPUCTHKA:

OTO BUJ MUCBMEHHOTO JIOKYMEHTa, B KOTOPOM (DPUKCHUPYIOT PEIICHUS
aJMUHUCTPATUBHBIX M OPTraHU3allMOHHBIX BOIPOCOB, a TAaKXe BOIPOCOB
yIpaBieHHs, B3aUMOACHCTBHSL, 00ECTICUCHUS U PEryJIMPOBaHUS NESITEIbHOCTH
OpraHOB  BJIACTH,  YYPEXKACHHUW, MPEAUPUITHM,  OpraHu3anui, ux
MOJpa3iesieHUH M JOIKHOCTHBIX JIUL.

Bribepure oanH OTBeT:

a. CITY>KeOHBIH JOKYMEHT

b. opuIHaATBHBINA JOKYMEHT

C. yIpaBlIE€HYECKUH JOKYMEHT

d. opranu3anroOHHO-PACTIOPAIUTEIbHBIH JOKYMEHT

Bompoc 19
Y  Kakoro BHJIA  OpPraHU3ALMOHHO-TIPABOBOW  JIOKYMEHTALUH
TpeOOBaHMsI K TEKCTY YCTAHOBJICHbI B 3aKOHOAATEIILHOM ITOPSIKE:

Bribepure onH OTBET:

a. WITaTHOE paclycaHue

b. 1oKHOCTHAS UHCTPYKLHS

C. yCTaB

d. MHCTPYKIMSI HOPMATUBHO-METOJUUECKOTO XapaKTepa

Bompoc 20

Kakomy MOHSTHIO COOTBETCTBYET CJICAYIOIIAs XapaKTEPUCTHKA:

310 JOKYMEHT, coJiepKaImi npaBuIIa MOBEJICHHS,

PacpoCTpaHAOIHUECd Ha HCOHpeZ[eHeHHBIﬁ Kpyr Juil, HW3JaHHBIC Ha
OCHOBaHHH nu BO HCIIOJIHCHUEC (be;[epanbﬂoro 3aKOHOAaTC/IbCTBA,
00s13aTeNbHBIC JI1 WUCIIOJIHCHHSA  OpraHaMH I‘OCYI[apCTBCHHOﬁ BJIaCTH,




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

MECTHOTO CaMOYIPAaBIECHHSA, WX JOJDKHOCTHBIMHU JIMIAMH, FOPUAHYECKUMHU
JUIIAMHU U TPaKJaHAMHU.

Bribepute oanH OTBeT:

a. HCHOPMaTHBHBIN MPaBOBOM aKT

b. HOpMaTHUBHBII TPaBOBOM aKT

C. IPaBOBOM aKT

d. HOpMEI TTpaBa

Bomnpoc 21

IIpu ormpaBke Kakol pa3HOBUAHOCTU IUCbMa MOYHO OTPAHUYUTHCS
(akCUMHIIBHOM  CBSI3bIO WJIM  AJIEKTPOHHOM TouToi 0e3  OCBUIKH
KOPPECIOHJEHTY MOATNHHNKA:

Bribepute onuH OTBET:

a. peKJIaMHOI0 MHChMa

b. mucema-3anpoca

C. MACbMa-3aKasa

d. nruceMa-HanOMUHAHUS

Bompoc 22

Kaxue nuceMa sSBISIOTCS MHOTOACTIEKTHBIMH:

Bribepure onH OTBET:

a. IMCbMA, COCTOSALIME M3 TPEX WM YETHIPEX CMBICJIOBBIX YacTei
(BcTymieHrne, OCHOBHAsi 4YacTh, 3aKJIOUYEHHE, MPEIyNpeXIeHHE WM
3aKJIIOYUTENIbHBIC STUKETHBIE ()OPMYJIBI)

b. mcbMa, TTOCBSIICHHBIE HECKOJILKUM BOITPOCAM

C. KOMIUIEKC IHCEM, SIBIAIOIIUXCA PE3YJIbTAaTOM IMEPEHNUCKU JEIOBBIX
MapTHEPOB 10 OAHOMY WJIH HECKOJIBKMM BOIPOCAM

d. muceMa, aBTOpaMH KOTOPBIX SIBIISTFOTCS HECKOJIBKO JIMII, KaXJIO€ M3
KOTOPBIX BBICKA3bIBAET CBOIO TOUKY 3PEHHSI HAa OTPAXKEHHBIN B MMCHME BOIPOC.

Bompoc 23

Kaxas pa3HOBHIHOCTP 3aIHCOK HE COJIEPKUT BHIBOJIOB U ITPEIJIOKECHHINA:

BribepuTe oguH OTBET:

a. MHULMATUBHAsI JOKJIaHAs 3allHCKa

b. oOBsicHUTENBHAS 3aITUCKa

C. IMYHAas 3aIlHCKa




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

d. cimyxeOHas 3ammcka

Bompoc 24

Kakomy  Bugy — uHQOpMalMOHHO-COPAaBOYHOH  JOKYMEHTAIMU
COOTBETCTBYET CIEAyIOIIee onpeeneHne: «IT1o (opmMa BHyTpEHHEH 1eI0BOit
MEPEeTIMCKN MEXKIYy MOJpa3IeICHHsIMH OpPraHU3alul WM JIODKHOCTHBIMH
JWIAMH, HE HAXOJISAIIUMHUCS B TIPSMOM TTOAYMHECHUM.

Bribepure oanH OTBeT:

a. JOKJIa/IHAs 3aIHCKa

b. ciayxeOHas 3amucka

C. OT3BIB

d. axT.

Bompoc 25

Kakoii pa3HOBUIHOCTH TOKIIAIHBIX 3aIIMCOK COOTBETCTBYET CIICAYIOIIAS
XapaKTepUCTUKA: «DTU JOKJIAJHBIE 3aIHCKH HH)OPMHUPYIOT O 3aBEPLICHUH
paboTHI, ee FTamna, BHITOJHEHUH YKa3aHUH, PACTIOPSHKEHUN H T.ILY.

Bribepure onH OTBET:

a. nH(opMaIMoHHas

b. mosicHuTEIbHBIE

C. OTYETHBIC

d. MHAIMATHBHEIE

Bomnpoc 26

Kakomy  Buay  MH(MOPMAaIMOHHO-CIIPABOYHOH  JTOKYMEHTAaIHH
COOTBETCTBYET CIIe/IyIOllee OlpeiesieHHe: « ITO JOKYMEHT, COCTaBIICHHBIH JIJIs
MOJTBEPKACHNS YCTAHOBIIEHHBIX (PaKTOB, COOBITHI, AEHCTBUI.

Bribepure oauH OTBeT:

a. aKT

b. nporokoi

C. MUCbMO-TIOATBEPKICHHE

d. cpaBka

Bompoc 27

Kakomy  Bugy — uHQOpMalMOHHO-COPABOYHOHM  JOKYMEHTAalMU
COOTBETCTBYET CIeAyIollee omnpeaeneHne: «ITO JOKYMEHT, COJAEpKalluii
MIepeUNCICHUE JIMI, IPEAMETOB, OOBEKTOB B OIPEACICHHOM MOPSIKE,




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

COCTaBJICHHBIN B LEJISIX HHPOPMUPOBAHUS WITH PETHCTPALIUI».

Bribepute oanH OTBeT:

a. epevYeHb

b. cipaBka

C. CBO/IKa

d. cimcok

Bompoc 28

[Ipomomxkure onpenenenne: hopmymnsp-odpaser — 310 ...

Bribepure oauH OTBET:

a. Habop PpEKBU3UTOB, HIACHTU(GUIMPYIOMIUX aBTOpa O(QHIMATBEHOTO
MICEMEHHOTO JOKyMEHTa

b. Mozenp MOCTpOSHMs JOKYMEHTa, YCTaHABIMBAaIOmas oO0IacTb
npuMeHeHus, ¢GopmaThl, pa3Mepbl MoJied, TpeOOBaHUS K TOCTPOCHHIO
KOHCTPYKIIMOHHOM CETKU M OCHOBHBIE PEKBH3HTHI

c. HaOOp pEeKBH3UTOB OQHUIMAIBGHOTO IHUCEMEHHOTO JIOKYMEHTa,
PACTIOJIOKEHHBIX B OTIPE/ICIIEHHOMN MTOCIIEI0BATEIbHOCTH

d. TumoBas Mojenb, cojepXkKam@as COBOKYIMHOCTh OOS3aTeNbHBIX
PEKBH3UTOB, CBOWCTBEHHBIX JOKYMEHTaM YHH(UIMPOBAHHOW CHCTEMBI
OpTraHU3aIMOHHO-PACTIOPSIUTETILHON  JTIOKYMEHTAIMM W PACIHOJIOKECHHBIX
OTIpe/IeIEHHBIM 00pa3oM.

Bompoc 29

Kakoif peKBH3HT, pAaCIIONOKEHHbBIH BBIIE TEKCTa, OTHOCHTCA K
3aroJIOBOYHOM YacTH:

Bribepure oauH OTBeT:

a. rpud yTBEp)KICHUS

b. ccpUIKa HA PETUCTPAIIMOHHBIA HOMED | JIaTy JOKYMEHTa

C. Pe30IIonns

d. oTMeTKa 0 KOHTpOJIE.

1. Hrorosslii TecT (2 Kypc)

Bompocl

JesATenbHOCT 1O YCTAHOBJIEHUIO U IMIMPOKOMY MHOTOKPaTHOMY
WCTIONTb30BAaHUI0 TPeOOBaHMA, HOPM, MPABWI W XapaKTePUCTHK, Kak




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

00s3aTeNbHBIX JJIST BBITIONHEHHS, TaK U PEKOMEHAYEMBIX, B IEIAX
JIOCTUKCHUS ONTHMAJIbHOW CTCIICHU YIOPSIOUYEHHOCTH B TOW WJIM WHOU
o0mactu

BriGepute o OTBET:

a. TApMOHU3AIHS

b. crangapTHzanus

C. CUCTeMaTH3alus

d. yanduxanms

Bompoc3

[Ipomomxute onpeaeneHre: CUCTEMa TOKYMEHTAIUH — 3TO. ..

Bribepute oguH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX TIPOLEAYPOH MPHHSATHUSL
YIPaBIEHUYECKOTO PEIICHUS

b. pa3HOpOIHBIE MO CBOEMY MPOUCXOXKACHHUIO, Pa3HOOOpa3HbIE IO
BUJIOBOMY COCTaBy JOKYMEHTBI, O0pa3oBaBIIHecs B Ipolecce
JeSITETBHOCTH OTIEILHOTO (PU3MUYECKOTO0 JIUIA

C. COBOKYITHOCTh JIOKYMEHTOB, B3aMMOCBS3aHHBIX TIOJ MpPU3HAKAM
MPOUCXOX/ICHUSI, HAa3HAYCHUS, BUJA, CQEpbl JCATCIBHOCTH, CIUHBIX
TpeboBaHMii K 0hOpMIICHUIO

d. TOKyMEHThI U MAacCHBBI JIOKYMEHTOB B MH()OPMAIMOHHBIX CHCTEMaX,
YIOPS0YCHHBIE ONPEACIEHHBIM 00pa30M

Bompoc 4

OcHOBHass  KjacCH(UKAIMOHHAs  €IuHUIA B  (DYHKIMOHAIHHOMN
Kiaccu(puKaIu J10KyMEHTOB

Bribepure oauH OTBeT:

a. TOJUTMHHUK JIOKYMEHTa

b. nemno

C. TyOauKaT TOKyMEHTa

d. B TOKyMeHTa

Bomnpoc 5

Knaccubukaryss JOKYMEHTOB Ha WHAMBUIyallbHBIE, TpadapeTHbIe,
MIPUMEPHBIE OCYLIECTBIISIETCS [0 CIEAYIOIEMY OCHOBAHUIO

Bribepute ofiH OTBET:




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

a. CTENEHb CIOKHOCTH
b. cTeneHs TOYHOCTH

C. cTeneHb YHU(UKaH

d. cTereHb OTKPBITOCTH

Bomnpoc 6

biank noxkymeHra — ato. ..

Bribepure oanH OTBET:

a. HaOpaHHBI HA KOMITBIOTEPE TUTTOBON JOKYMEHT

b. JOKyMEHT, OTIIeYaTaHHBI B TULIOTpad UM

C. HabOp pPEKBU3UTOB, HICHTU(QUIMPYIOMHUX aBTOpa O(UIHATIHLHOTO
JTOKyMEHTa

d. TOKyMEHT C MOBTOPSIOIINMCS TEKCTOM

Bomnpoc7

@dyHKIMOHANBHAS KIaCCH(PUKAIUS JIOKYMEHTOB OCYIIECTBISIETCS T10
CIIeTyOIIEMY OCHOBAHHIO

Bribepure oanH OTBET:

a. BpeMs NOSIBJICHUS IOKYMEHTa

b. nHGOpMALIMOHHAS COCTABIAIONIAs TOKYMEHTa

C. croco0 3aKkperieHust UHHOPMAIIUU Ha MaTePUAIbHOM HOCHUTEJIC

d. BU MaTepHanbHOTO HOCUTENS JJOKYMEHTA

Bompoc 8

K «nepBHYHBIM KOMIUIEKCaM JIOKYMEHTOBY MPENPHSATHS OTHOCHTCS
Bribepure onH OTBET:

a. apXUBHAs KOJUICKLIUS

b. rocymapcTBeHHas cUCTeMa CTaTHCTUKU

C. COOPHUK HOPMATHBHBIX IOKYMEHTOB MPEIPUSITUS

d. moxymMeHTanbHbIH (HOHJ TPEIPUITHS

Bompoc 9

Kowmriekc 10KyMEHTOB — 3TO

BribepuTe oguH OTBET:

a. COBOKYIIHOCTb JOKYMEHTOB, B3aMMOCBSI3aHHBIX [0 HpU3HAKaM
MPOUCXOXKICHHUs, Ha3Ha4YeHUs, BUAA, CQepbl AEATETbHOCTH, €IUHBIX
TpeOoBaHMi K 0(OPMIICHUIO




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

b. MaccuBbl [OKYMEHTHUPOBAHHOW HH(OpMAIMH, YHOPSIIOYCHHBIE
ompeesIEHHBIM 00pa3oM
C. HOMEHKJIaTypa JieJl OpraHru3aliuu
d. BuI MH(OPMALMOHHBIX PECYPCOB, MPEICTABICHHBI COBOKYIHOCTHIO
OTIENbHBIX JOKYMEHTOB, MAacCHBOB JIOKYMEHTOB B HH()OPMAaIlMOHHBIX
cucreMax
Bompoc 10

J{oKyMeHTHBIE PECYPCHI — 3TO
Bribepure oanH OTBeT:
a. COBOKYITHOCTb JOKYMEHTOB, B3aMMOCBSI3aHHBIX [0 TpU3HAKaM
MIPOUCXOXKICHUS, Ha3HAYeHUs, BUAA, CQepbl AEATETBHOCTH, EIUHBIX
TpeOoBaHMA K 0(OPMIICHUIO
b. HOMEHKIaTypa Je OpraHu3aliuu
C. MAacCHBBl JIOKYMEHTUPOBaHHOM WH(OpPMALUH, YIIOPSAOUYCHHbIE
orpenesIEHHBIM 00pa3oM
d. BuI MHGOPMAIIMOHHBIX PECYPCOB, MPEJICTABICHHBI COBOKYIMTHOCTHIO
OTJCNBHBIX JIOKYMEHTOB, MAacCHBOB JIOKYMEHTOB B HH()OPMAIMOHHBIX
cucremMax
Bompoc 11
YuaudunupoanHas gopMa T0OKyMEHTa — 3TO
Bribepure oauH OTBeT:
a. JOKYMEHT, UMEIOILUI TUIIOBOE COAEpKaHUEe U 0OpMIICHHE
b. TOKYMEHT, CO3/[aHHbII ¢ IPUMEHEHHUEM KOMITBIOTEPHOM TEXHUKH
c. (GOpMBI MEPBUYHBIX YYETHBIX JOKYMEHTOB MO YYETy TpyAa U €ro
OILJIaThI
d. COBOKYNHOCTh pEKBHU3WUTOB, YCTAHOBIICHHBIX B COOTBETCTBHU C
pelmaeMbIMH B JIaHHOM  cdepe  NEATENBHOCTH  3ajadyaMu |
3a()MKCUPOBAaHHBIMH B OMNpPEAEJICHHOM TMOpSAAKE Ha MaTepUaIbHOM
HOCHUTEIIE
Bompoc 12
MeToa coBepIIEHCTBOBaHUS JOKYMEHTOB M CUCTEM JOKYMEHTALIUH
Bribepure oauH OTBeT:
a. mHGOPMAaTH3ATIVI




CTPYKTyprIﬁ OHCHO‘{HHC CpeacTsa
3JIEMEHT [Tnanupyemsl pe3ynbTaThl 00y4deHus
KOMIIETCHIINU
b. cranmapTuzanus
C. CUCTEMHBIN aHaJIU3
d. MmogenupoBaHue
Bompoc 13
JoxyMeHTanbHBIN (HOHIT - 3TO
Bribepure oauH OTBET:
a. JOKyMEHTHl OpraHM3allid, IOJATOTOBJIEHHBIE K cJade B
rOCyapCTBEHHBIN apXUB
b. COBOKYIMHOCTb JOKYMEHTOB, 00Opa3ylolmMxci B JeSATEIbHOCTH
IOPUINYECKOTO MU (PU3MYECKOTO JIMIIA 32 TOJ]
C. TOKyMEHTBI OpTaHHU3aLMH, BBIJICIICHHBIE K YHIITOXKECHHIO
d. moxymeHTHI, BKIIOUEHHBIE B Tabenb YHU(MUIIUPOBAHHBIX (HOPM
JIOKYMEHTOB OpraHH3aIiu
YMetb - aHaJIU3UPOBaTh HOPMATHBHO-METOJIUYECKHE UCTOYHHUKHU 1o Kontpoasnast padora (1 kypc)
JIOKYMEHTHPOBAHHIO YIIPABIEHUYECKOH NEATEIbHOCTH; 1. BBl pyKOBOIMTENh SKOHOMHUYECKOTO OTAena. Bam HeoOxomumo
- XapakTepu3oBaTh W  aHAIU3UPOBATh  YHUQUIMPOBAHHBIX  CHUCTEM | IPOMH(POPMHUPOBATH PYKOBOJUTENS OPTaHU3AIMU O TOM, YTO 3aM. OTJAeNa M0
JIOKyMEHTAIIH; AXY He BBHIIONHIET NPEANUCAHUS IO O0ECHEeYeHHI0 pPaboYMX MEeCT
- BBISIBIATH THUIIOBOH COCTaB CHCTEM JOKYMEHTALMH YYPEKICHUH T000W | IPUHTEpaMH, HMHTEPHETOM M B KaOMHETE Ballero OTHAEeNa HE IPOBEICH
OpraHU3allMOHHO-TIPABOBOM (POPMBIL; KOCMETHUYECKUI peMOHT. O(OopMHUTE COOTBETCTBYIOIIUIA JOKYMEHT.
- IPUMEHATH NpaBUiia COCTABIECHUS U 0(hOpMIIEHUS JOKYMEHTOB Ha MPAKTUKE; 2. Brl onoznanu Ha paboTy Ha 2 yaca. PykoBoacTBo notpebosaiio ot Bac
- OpPraHU30BbIBaTh JJOKYMEHTHI B KOMIUIEKCHI; o0bsicHeHnid. OopMuUTE COOTBETCTBYIOIIUI JOKYMEHT.
- BBISIBJISITh HAYYHO-MCTOPHUYECKYIO M MMPAKTHUECKYIO IIEHHOCTh JOKYMEHTOB; 3. OtpenakTupyiTe TEKCTHI CIEIyIOMIHUX JOKyMEeHTOB. CocTaBbTe HX
- BBIABIATH TCHJCHIMU pPa3BUTHSA HH()OPMAIIMOHHO-IOKYMEHTAIIMOHHOTO | TIPAaBUIILHBIN BapHAHT.
oOecrieyeHus ypaBJIeHUs U apXUBHOTO Aeja HTorossblii TecT 3a 2 Kype
Biragets - TOKYMEHTOBEYECKON TEPMUHOJIOTHEN B TPO(ECCHOHAITBHOMN pedn; TeMbl KypcoBBIX padoT (2 Kypc)

- IPHEeMaMU COCTaBJICHUS U O(DOPMIICHHSI OCHOBHBIX YITPABIEHYECKIX
JIOKYMEHTOB;

- METOJIaMH YHU(PHUKAIIMH U CTAaHIaPTU3AIMN JOKYMCHTOB,;

- HaBBIKAMU OOBEAMHEHMSI TOKYMEHTOB B TICPBUYHBIC KOMIUIEKCHI,

- 3HAHUSIMU OCHOBHBIX MPOOJIEM B 001aCTH JOKYMEHTOBEACHHUS

2. Ucropusi cTaHOBIEHUMS COBPEMEHHBIX (PYHKIIMOHAIBHBIX
cucteM gokyMeHTauuu B Poccuiickoit @enepanuu.

3. OcoGenHocTn rOCy/ITapCTBEHHOM CUCTEMBI
HAay9IHO-TEXHUUECKON JOKYMECHTAIIHH.

4. OcobeHHOCTH HCIIOJIb30BaHUS 001IepoCCUiCKUX

KJIacCU(PUKATOPOB TEXHUKO-DKOHOMHUYECKOW M COIMAIbHONW WH(pOpPMAIUK B




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

COBPEMCHHOM ICTIOIPOU3BOACTBE.

5.

6. CucreMa  MEXAYHapOAHBIX  CTaHAapTOB B  00JacTu
JOKYMEHTOBEICHUS.

7. AHanu3 CTPYKTYpBl AOKYMEHTAJIbHOTO (POHIA OpraHM3alliH,
€ro KauecTBEHHAas M KOJMUYECTBEHHAsI XapaKTepUCTUKA.

8. KauecTBeHHass =~ ¥ KONMYECTBEHHas  XapaKTepUCTHKa

COBPEMECHHBIX apXUBHBIX KOMIIJICKCOB.

IIK-4 cnocoGHOCTHIO CAMOCTOSATEIbHO PA0OTATH C PA3JIMYHBIMU HCTOYHUKAMH HHGOpMALIUH

3HaTH

- OCHOBHBIE Hay4yHble M IEpUOAMYECKHE U3JaHHA B  o0JacTu
JOKYMEHTOBEICHHUS;

- ocHOBHbIe IHTEpPHET-UCTOYHUKHU B 00JIaCTH TOKYMEHTOBEICHHUS;

- HOPMaTHUBHO-TIPABYIO u HOPMaTHUBHO-METOAMYECKYIO ba3y

JIOKYMEHTAIIMOHHOTO 00eCIIeYCHH s YIIPABICHNUS,

- cr10co0bI PabOTHI € PA3IMYHBIMU UCTOYHUKAMH HH(POPMALIIH;

- MHQOPMAaIMOHHBIE TEXHOJOTMH Tpu pabore ¢ uHpoOpManuei B o0iacTu
JIeITIOTIPOHU3BO/ICTBA

Bomnpocsl k 3auety 1kypc

1. OK 011-93 «Oobmepoccuiickuii KIacCU(PUKATOpP YIPaBICHYECKON
JOKYMCHTAIlMW» M OTpakeHHe B HEM YHH(DUIUPOBAHHOW CHCTEMBI
OpTaHU3aIMOHHO-PACTIOPSIIUTEIHHON JOKYMEHTAIIHH.

2. TpeOoBaHus K AETIOBBIM ITUCbMaM, CBSI3aHHBIM C PAacHpOCTPaHEHHEM
nH(pOpMaIUn.

3. TpeOoBaHMs K JIEJIOBBIM IHMCHbMaM, CBSA3aHHBIM C OOpAICHUSMH IO
BBITOJIHEHHIO TEX MJIM MHBIX JEHCTBUM WM OKAa3aHUIO YCIIYT.

Hrorosslii Tect (3 Kypc)

Bompoc 1

OO6pa3npl  yHUPHUIUPOBAHHBIX (QOPM JOKYMEHTOB, Ppa3pelIeHHBIX K

MPUMEHEHUIO B OpraHM3allM, CHUCTEMAaTH3UPOBAaHBI B CIEAYIOLIEM

JOKYMEHTE:

BribepuTe oguH OTBET:

a. aTbOOM YHU(PHUINPOBAHHBIX (POPM JOKYMEHTOB MPEIIPUSTHS

b. mepedyeHp TUIIOBBIX YIPABICHYECKUX JOKYMEHTOB NPEATIPUATHUS

c. Tabenb YHUPUIMPOBAHHBIX (GOPM JOKYMEHTOB TPEAPUSTHS

d. HOMeHKIIaTypa el MPEanpHUITUS

Bompoc 2

I'OCT P 7.0.97-2016 «YuuduuupoBaHHbIE CUCTEMbI IOKYMEHTAI[UH.

YauduupoBaHHass ~— cUCTeMa  OpraHM3alMOHHO-PACTIOPSIUTEIEHON

JOKYMEHTAIHU ...» PEryJIupyeT

Bribepute ofiH OTBET:




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

a. ohopMIIEHHE PEKBU3UTOB JOKYMEHTOB

b. ynpaBneHne 10KyMEeHTaMu

C. mpoeKkTHpoBaHue ciyk0b1 JOY

d. opraamzanmio JOKYMEHTO000pOTa B YUPEIKACHUH

Bompoc 3

COBOKYIHOCTh B3aMMOCBSI3aHHBIX W CTPYKTYPUPOBAHHBIX JaHHBIX Ha
MaIIMHOYUTAEMBIX HOCUTENSIX, 00paboTKa, MOUCK M XpAaHEHUE KOTOPBIX
OCYLIECTBJIsIETCS ¢ moMolbio OBM, 3To

Bribepure oanH OTBeT:

a. 3JICKTPOHHBIC OAHKU JTaHHBIX

b. anexTpoHHBIE 0a3bI TAaHHBIX

C. OJICKTPOHHBIE ONOIMOTEKH

d. aNeKTpOHHBIE KOMMYHUKATHBHBIE PECYPCHI

Bompoc 4

OnexTpoHHbIe WH(OPMAIMOHHBIE PECYpPCHI, CO3/[aBacMbIe Pa3TMYHBIMU
OPEANPUITUSIMA U HETIOCPEACTBEHHO CBSI3aHHBIC C OCYIIECTBICHUEM HX
OCHOBHOH J€SATENBHOCTH

BriGepute onuH OTBET:

a. BCTPOCHHBIE HMH()OPMAIIMOHHBIE PECYPCHI

b. 3IeKTPOHHBIC OUOINOTEKH

C. KOMMYHHUKATHBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pactipenenénnpie HHGOPMAITMOHHBIE PECYPCHI

VYmeTh

- CaMOCTOATECIIbHO OCYHICCTBIIATH IMOUCK HAYYHBIX U IEPUOANYCCKHUX I/ISI[aHI/Iﬁ
B 00JaCTH JOKYMEHTOBEACHHUS;

- CaMOCTOSITEIbHO HCIOJIb30BaTh OCHOBHBIE IHTEpHET-UCTOUHUKH B 00JIACTH
JIOKyMEHTOBEICHUS B MPO(eCCHOHATBHON JAeATEIbHOCTH;

- CaMOCTOSITEIILHO aHAJIM3UPOBATH HOPMaTHBHO-TIPABYIO "
HOPMAaTUBHO-METOJMYECKYI0  0a3y  JOKYMEHTAlOHHOTO  OO0ecreueHHs
yIpaBIICHUS;

- CaMOCTOSITEJIFHO HCIOJIB30BaTh  CIOCOOBI  pabOTBI € Pa3IHMYHBIMU

MCTOYHUKAMH HH()OPMAIIUH B TPO(EeCCHOHATBLHON JIEATENhHOCTH,
- CaMOCTOSITEIPHO MTPUMEHATh WH(GOPMAIIMOHHBIC TEXHOJIOTHH MPU padoTe ¢
uHpopMaIeit B 00aCTH ACIONPOU3BOCTBA

Kountpoannasi padora 1 kypc)

1. Bel pykoBoAWTENh SKOHOMHYECKOrO oOTAena. Bam HeoOxommmo
MPONH(POPMHUPOBATH PYKOBOAUTENSI OPraHU3alUMi O TOM, YTO 3aM. OTJIeJa TI0
AXY He BBHINONHIET TMPEINUCAHUSI 10 OOECIEeYeHHI0 paboymx MecT
MpUHTEpPAMH, WHTEPHETOM M B KaOMHETE Ballero OTAeNla He IPOBEICH
KocMeTH4ecKuil peMoHT. OpopMuUTE COOTBETCTBYIOIMINI JOKYMEHT.

2. Brl onozanu Ha paboTy Ha 2 yaca. PykoBoacTBo notpedosaiio ot Bac
o0bsicHeHnid. OQopMuUTE COOTBETCTBYIOIIUI JOKYMEHT.

3. OTpenakTupyHTEe TEKCTHI CIEIYIOIIHUX AOKYMEHTOB. COCTaBbTE HMX
[IPaBUIbHBIA BapUaHT.

Bomnpoc 7




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

B xaxom komoBOM 0003HaYeHNN YHUGDUITUPOBAHHON (OPMBI JOKYMEHTA
05080819, cormacho OKVY], BepHO OTpaeHbl LUPPOBBIE NPUIHAKH
KJaccu(UKaINu:

BriGepute o OTBET:

a. 19 — KOHTPOIBHOE YHCII0, KOTOPOE BBOJIUTCS BO M30EKaHUE OMIMOOK
IIpY CYUTBIBAHUU U UCIIOJIB3YCTCA IPHU MPOBECPKE 3allMCU KOOa

b. 80 — noxkmacc popmsl, T.€. OOLIHOCTH COIECPKAHKS MHOKECTBA (OPM
JOKYMEHTOB M HAaIPaBJIEHHOCTh HX UCIIOIb30BaHUS

c. 050 — kmacc Qop™mbl, T.e. MPUHAAIECKHOCTH YHUPHUIUPOBAHHOM
¢bopMBI OKYMEHTa K COOTBETCTBYIOIIEH YHHU(GHUIMPOBAHHON CHCTEME
JTOKyMEHTAI!

d. 08l — perucrpanMOHHBI HOMEP YHHMUIMPOBAHHON (HOPMEI
JOKYMEHTa BHYTPH MOJKJIacca

Hrorossblii Tect 32 1 Kypc

Bompoc 1

KakuM TOKyMEHTOM JIOJIKHBI PYKOBOJICTBOBATHCS ICTIOTPOU3BOIUTENN
IIPU JTOKYMEHTHPOBAaHUM 3TAIlOB TPYJOBOrO IHUKJIA — OT MpHEeMa Ha paboTy
HOBOT'O COTPY/IHHUKA JIO €r0 YBOJbHEHUSI:

Bribepure onH OTBET:

a. locynmapcTBeHHast cHcTEeMa JOKYMEHTALIHOHHOTO OO0ECIeUeHHs
ynpasnenus. OcHOBHble mosiokeHus. OOmue TpeOoBaHUS K JAOKYMEHTaM H
CITy’)k0aM JI0Ky-MEHTAIIHOHHOTO 00ecTieueHH s

b. TOCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHasi cucrema
OpraHU3allMOHHO-PACTIOPSINTENILHON  JOKyMeHTaluuu.  [peGoBaHUs K
0 OPMIICHHUIO JOKYMEHTOBY

c. Anp0OM  YHHUQHUIMPOBAHHBIX (OPM  TEPBUYHON  yUYETHOM
JOKYMEHTAllud 1O Yy4YeTy TpyJa W €ro OIUIaThl, YTBEP)KACHHBIM
ITocranosnennem I'ockomcrara Poccun

d. Obmepoccuiicknit KaccuGUKaTop yIpaBleHIECKON JTOKYMEHTAITUH

Bompoc 2

Ha «kakue BuIB [OAPA3NENSIOTCS ONAaHKK JOKYMEHTOB IO

pacnoioxeHuto pekBu3uTor coriaacHo 'OCT P 7.0.97-2016:




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

Bri6epute oauH OTBET:
a. YIJIOBBIC U IIPOIOJILHBIE
b. o0muii O1aHK, O61aHK MUCbMa, OJIaHK KOHKPETHOTO BU/Ia IOKyMEHTa
C. OmaHk opraHuzaluy, OJNAHK CTPYKTYPHOT'O IOJAPAa3JeIICHUsI
OpraHusaiuy, OJIaHK JTOJHKHOCTHOTO JIUIA
d. neHTpUpOBaHHBIC U (JIATOBHIC
Bompoc 3
Kaxkoit Habop mmudp B KomoBoM o0O0OO03HaueHHH (OPMBI JOKYMEHTA
0720302 o603HavaeT kaacc (POPMbI JOKYMEHTA:
Bribepure oauH OTBET:
a. 20
b. 07
c. 302
d. 203
Bompoc 4
Kakne cnocoObl oQOpMIIEHHS JaThl COOTBETCTBYIOT TPEOOBaHUSIM
I'OCT P 7.0.97-2016:
1. 09.03.13;
2. 09 mapta 2013 1.;
3. 09 mapra 2013 rona;
4.09.03.2013 r,;
5. 2013-03-09;
6.2013.03.09;
7.09.03.2013.
Bribepure oauH OTBeT:
a.l1,4,7
b.2,6,7
C. BC€ BapUaHThl, KpoMme 5
Bomnpoc5
Kakoe odopmieHne  OCHOBaHUS  JIOKYMEHTa  COOTBETCTBYET
tpeboBanusim ['OCT P 30-2003 (B ckoOkax 00O3HA4YEH KIIIOYEBOW TJIATOJ
pacnopsAUTEILHON YacTH JIOKYMEHTA):
Bribepute ofiH OTBET:




CTPYKTyprIﬁ OHCHO‘{HHC CpeacTsa
3JIEMEHT [Tnanupyemsl pe3ynbTaThl 00y4deHus
KOMIIETEHIINN
a. Ha ocHoBannm npukaza MuHHCcTEpcTBa 00pa3oBaHus U Hayku PO ot
15 sauBaps 2013 Nel5 «O mnopsake NpoBeAeHHS aTTECTallUd BY30B»
(ITPUKA3BIBALO)
b. C menro MCHONHEHHUS MpHKa3a PEKTOpa 00 YKPEIUIEHHH TPYIOBOU
mucraiaasl (ITIPEJIAT ARO)
c. B cBa3u ¢ HEOOXOAMMOCTBHIO WCIOJHUTH TPHKA3 MUHHCTEPCTBA
(ITPUKA3BIBAIO)
d. Bo wucnomnenme mpmkaza OAO «MMK» Ne 45 «O mnopsake
3akmodenus norosopos (ITPEJJIAT ATO)
3ajaHns K NPAaKTU4YeCKOl 4YacTH 3a4yeTa ¢ OLEHKOH IO Kypcy
«JloKyMeHTOBe/IeHH e
1. KommnekcHpIit aHamu3 MOMDKHOCTHOW HWHCTPYKIIMHM M €ro
peAaKTHpOBaHHUE.
2. KoMrutekcHpIil aHaan3 y4peauTeNnbHOrO0 IOKYMEHTa U €ro
peAaKTHPOBAHHUE.
Bnagers - HaBbIKaMH pabOThl C OCHOBHBIMU HAYYHBIMH U ITEPHOAMYECKUMHU U3AAHUAMU TeMbl KypcoBBIX padoT (2 Kypc)
B 00J1aCTH JOKYMEHTOBEACHUS; 9. bubnnorednsie nH(POPMAITMOHHBIC pecypchl,
- HaBBIKAaMH pabOTBl C OCHOBHBIMH HTepHeT-ucTOYHMKamMu B 00JacTH | JOKYMEHTHPOBAaHUE JACATEIHHOCTH OMOIHOTEK.
JIOKYMEHTOBE ICHUS; 10. Mys3elinble HHOOPMAIMOHHBIE PECYpPCHI, JOKYMEHTHPOBAHHE
- 3HAaHWSAMH HOPMATHUBHO-TIPABOM W HOPMATHBHO-METOIWYECKOW 0a30i | AESITeTbHOCTH MYy3€HHBIX KOMITJIEKCOB.
JIOKYMEHTAIIIOHHOTO 00ecTieueHus YIIpaBIeHS, 11. BcerpoeHHbie U pacnpeienéHHbBIE 3JIEKTPOHHBIE PECYPCHI, X
- cnocobamu paboTHI ¢ PA3TUYHBIMU HCTOYHUKAMHU HH(POPMAIIUH; 0COOEHHOCTH.
- UH(POPMAIIMOHHBIMU TEXHOJIOTHSIMHU TIpU paboTe ¢ uHdpopmaluen B 00aacTu 12. Knaccudukaiuss BCTPOCHHBIX HHGOPMAIIMOHHBIX PECYPCOB
JIeIIOIPON3BO/ICTBA MPENPUTHSL, OCOOEHHOCTH yIPABICHUS UMH.
13. XapaKkTepUCTUKA PaCHpPEIeNEHHBIX 3JEKTPOHHBIX PECYpPCOB,
0COOCHHOCTH yTIPABIECHUS UMH.
14. MecTto, posb, TEPCHEKTUBBI  Pa3BUTHS  BIEKTPOHHBIX
OMOIIMOTEK B CHCTEME IOKYMEHTHBIX PECYPCOB.
IIK-19 cnoco0HOCTHIO HCNOJb30BATh MPABUJIA MOATOTOBKH YIIPaBJdeHYeCKHX IOKYMEHTOB U Be/leHUs [1eJI0BOI Mepenucku
3HaTh - IpaBWJIa IOJrOTOBKH YIPABIEHUECKUX TOKYMEHTOB Bomnpocsl k 3a4ety 1 Kypc
- TEOPETHUYECKHE OCHOBBI BEACHHUS AETOBON NEPENUCKU 1. CTpyKTypa ympaBICHUYECKOTO AOKyMeHTa. PekBusut m dopmyssip




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

- COCTaB M COAEPKaHUE HOPMATUBHO-METOJUUECKON 0a3bl 110 COCTABICHUIO U
0 OPMIICHHUIO CITYKEOHBIX JOKYMEHTOB

- cieun UKy S3bIKa YIpaBIeHUYECKON JOKYMEHTALIUH;

- OCHOBHBIE IIpOOJEMbl HOPMAaTHBHOTO OOECIIEUEHHUs] COCTAaBICHUS H
oQopMIIeHHUS YIPaBIEHYECKOW JOKYMEHTALUH;

- OCHOBHBIE MpPOOJEMbl HOPMATHBHOTO OOECTICUYCHUs] BEACHUS JEIOBOH
MEPETUCKU

AOKYMCHTA, UX pa3BUTHUC.

2. Dopmynsip-obpazen OpTraHU3alMOHHO-PACTIOPSITUTEIHHOTO
JOKYMEHTa: 0011ast XapaKTepUCTHKA.
3. TpeGoBanuss Kk  OnaHKaM  OpPraHU3aLMOHHO-PACTIOPSAUTEIBHBIX
JOKyMEHTOB.
4, Texauueckue TpeOOBaHHUS K o opMIIEHUIO PEKBU3UTOB
OpTraHU3alMOHHO-PACTIOPSINTEIBHBIX JOKYMEHTOB.
5. OpraHu3aIoHHO-PACTIOPS TUTETbHAS JOKYMEHTAIHUS: obmue
CBE/ICHUSL.
6. OpraHu3aioHHO-TIPaBOBas JOKYMEHTAIHS: OOIINE CBEACHUSI.
7. CocraBinenne u OQOPMIIEHHE OCHOBHBIX BHJOB YyUYpPEIUTEIbHBIX
JOKyMEHTOB.
8. CocraBiienue U OGOPMJICHUE IMOJIOKCHHUH, INTATHOTO PaCIUCaHUs,
TIPaBHIT BHYTPEHHETO TPYJOBOTO pacnopsiaka, UHCTPYKILUH,
aJIMHHUCTPATHBHOTO PETJIAMEHTA.
9. TpeboBanus K MTUCEMaM-OTBETAM.
10. TpeboBanus K MHChMaM MPETSH3HOHHOTO XapakKTepa.
11. TpeGoBaHMs K JI€NOBBIM IMCbMaM, CBS3aHHBIM C BBIPRKCHHUEM
BHUMAaHUS U y4aCTHSI.
12. TpeboBanus K peKOMEHIATENFHBIM MMACHMaM.
13. TpeboBaHUs K YACTHBIM (JITYHBIM) TOKYMEHTaM.
Hrorossblii Tect 32 1 Kypc
Bormpoc 1

Kakoil n3 mepeuncieHHbIX PEeKBU3UTOB HE OTHOCUTCA K PEKBHU3HUTaM

yIIOCTOBEPEHHS:

BribepuTe oguH OTBET:

a. OTTUCK TIe4aTu

b. rpud yrBepxaeHus

c. rpud coriacoBaHus

d. moammce
Bompoc 2

Ha xakom BuJie TUYHBIX JOKYMEHTOB 0(hOpMIIseTCs ajpecar:
Bribepute ofiH OTBET:




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

a. XapaKkTepUCTUKa
b. TOBepeHHOCTh
C. pe3tome
d. 3asBneHue
Bompoc 3
Ha kakux gopmax mpocrasmisercst Ko GopMbl JOKyMEHTA:
Bribepure oanH OTBeT:
a. Ha Bcex OJIaHKax
b. Ha yHuUIIMpOBaHHBIX (hopMax
C. Ha BCEX JOKYMEHTax
d. Ha HEYHUDUITPOBAHHBIX (hopMax
d. Bce BapuaHTHI, KpoMe 3
Bompoc 4
Kakoil s/1eMeHT perucTpalMOHHOTO HOMEpa JOKYMEHTa SIBIISETCS
00s13aTeNbHBIM:
Bribepure onH OTBET:
a. MHJEKC JieNa 10 HOMEHKJIAType /el
b. na(OpMAITHS 00 HCTIONMHUTENAX
¢. nHpOpMaIIUS O KOPPECTIOHICHTE
d. mopsiikoBEIi HOMEP
Bompoc 5
Ha xakux noxymenrax HE odopmnsercs pexBusnT «Aapecary:
Bribepure onH OTBET:
a. CIIpaBKa
b. nmucemo
C. ciry>keOHas1, TOKJIaIHAsl B OOBSICHUTEIbHAS 3aTTHCKH
d. moIKHOCTHAS HHCTPYKIIUS
Bompoc 6
Kakoit pekBu3uT oopmIsieTcsi OCIEIHUM Tepel TeM, KaKk JOKYMEHT
OyzieT OTIpaBJieH Ha XpaHEHHE:
Bribepure oauH OTBeT:
a. OTMETKa O MOCTYIJICHUH JOKYMEHTA B OpraHU3aLHIO
b. orMeTka 00 BcnonHUTENES




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

c. rpud yTBepKICHUS

d. oTMeTka 00 HCIIOTHEHNH JOKYMEHTA U HAalpaBJIeHUH €T0 B ICIO

Bomnpoc 7

Ombnemy u ToBapHbIM 3Hak HE BocmpomsBonsT Ha OnaHke, ecim Ha

HEM TToMelIeH (-a):

Bribepure oanH OTBeT:

a. PE30JTFOIHS

b. oTTHCK TepOOBOI TIeUaTH

c. 'ocynapcteennsiii rep6 Poccuiickoii denepanuu

d. moamuce

Bompoc 8

Ha xakoM »K3eMIUIsipe JAETOBOTO THCHhMa, MOATOTOBIEHHOM IS
OTIIPAaBKH aJpecary, MPOCTABIAIOTCS BU3bL:

BriGepute onuH OTBET:

a. Ha TIOJUTMHHUKE, OTIIPABIIIEMOM aJ[pecaTy

b. Ha KOIIMH, TIOMEAEMOM B JIEIIO OpPraHu3alluu

C. HA MMAChMax BHU3bI He 0(hOPMIISIOT

d. Ha mo/IMHHWKE, OTIPABIIIEMOM afpecaTy, ¥ Ha KOIHH, TOMenIaeMOi
B JIEJIO OpraHu3aIiu

Bompoc 9

Cpenu ToKaIbHON OpraHU3aIOHHO-PACTIOPIUTEIFHON JOKYMEHTAIIUH
BBICIIIAM IOPHINYECKHM CTaTycOM 00JaiaeT:

Bribepure onH OTBET:

a. OpraHu3aIoOHHas JTOKyMEHTAIUSL

b. pacriopsianTensHast JOKyMEHTALUS

¢. MH()OPMALIMOHHO-CIIPABOYHAS IOKYMEHTAIUS

d. Bce rpynmel OpraHM3aIMOHHO-PACTIOPSAUTENBHON JTOKYMEHTAIUN
00J1aJ1al0T OJJUHAKOBO BBICOKHM IOPUIMUYECKHM CTaTyCOM

Bompoc 10

B xaxom paay BCE€ NEPCUHUCICHHBIC BUABI JJOKYMCHTOB OTHOCATCA K
OpraHU3allMOHHO-TIPABOBBIM:

Bribepure oauH OTBeT:

a. TIOJOXEHHE O CTPYKTYPHOM TIOJpPAa3NeleHNH, JOJDKHOCTHAS




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

HWHCTPYKLUS, aHATUTUYECKAas CIIpaBKa
b. mpaBuia BHYTPEHHETO TPYIOBOTO paclopsiiKa, TOJLKHOCTHON
periaMeHT, aAMUHUCTPATHBHBINA PEerIaMeHT
C. yCTaB, IITATHOE PAaCIHUCAaHUE, OTYET
d. yupemutenvHbIi moroBop; yka3 llpesugenta P®D; wHCTpyKIus 1mo
JeJIOTIPON3BOJICTBY
Bompoc 11
B kakux opranuzanusax moxxeT HE BecTuce kagposast ToKyMeHTaLus:
Bribepure oauH OTBET:
a. KaJpoBas JOKyMEHTAIIUs BEJICTCSl BO BCEX OPraHU3aIMsIX HE3aBUCHMO
OT UX OpPraHU3alMOHHO-TIPAaBOBOM (HhOPMBI
b. B HEKOMMEPYECKHUX OpraHU3aMAX
C. B Ka3eHHBIX TOCY/IapCTBEHHBIX YUPEIKICHUSIX
d. B akimoHEpHBIX 001IeCTBaxX
Bompoc 12
Kakne pacrnopsauTenbHbie JOKYMEHTHI HM3JIAIOTCS IO OINEPaTHBHBIM
BOMpOCAaM W Ui OPTaHW3alMd HCIOJHEHUS JPYTUX PaCTOPSIUTEIBHBIX
JOKYMEHTOB:
Bribepure onH OTBET:
a. IPHUKa3bl
b. pemenus
C. IOCTAaHOBJICHUS
d. pacniopspxeHust
Bompoc 13
Kakne pacnopsiiuTenbHble JOKYMEHTBI OTHOCATCS K JOKYMEHTaM,
CO3JIaBaEMbIM B YCIIOBUSIX KOJUIETHATBHOCTH:
Bri6epuTe oguH OTBET:
a. peleHus
b. npukasb
C. yKa3aHus
d. pacnopspxeHus
Bomnpoc 14
Uem nuceMo-tipeyiokeHne (odepra) OTIMYACTCS OT PEKIAMHOTO




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

MUChMa!

Bribepute oanH OTBeT:

a. HampaBisieTcs TNPOJABIOM MOTEHIMATBHBIM IOKYMATeNsIM ¢
IIPEUIOKEHUEM TOBApOB WIIN YCIIYT

b. HE cBs3BIBaET MpO/aBIa 00SA3aTENILCTBOM MIPOJATh TOBAP

C. COACPKUT HaMepeHHE 3aKIIOYHTh CAEIKY C YyKa3aHHEeM ee
KOHKPETHBIX yCIIOBUI

d. cTuMynHMpyeT HHTepeC K TOBapy U JKeJaHue ero NpuoopecTu

Bompoc 15

Kakoii kinaccuUKaMOHHBIN MPU3HAK IOJOKEH B OCHOBY JICJICHUS
JIeJI0BO MEPEenrCcKH Ha OPULIUAIBHYIO U JTMYHYIO:

Bribepute onuH OTBET:

a. 10 Ha3HAYCHHIO

b. o MecTy HaxoXJeHHUs anpeca

C. 10 MOJIOXKEHHUIO B CUCTEME IOKYMEHTO000pOTa

d. IO TTOJIO’KEHUIO B MepapXHU YIIPaBICHUS

Bompoc 16

Kakne mnucbMa NOANMCHIBAIOTCS ABYMsI JIMIAMH — PYKOBOJHUTEIEM
OpTaHU3alMU 1 TTIaBHBIM OyXTaJlITepOM:

Bribepure onH OTBET:

a. MUCbMa-3aIpOCHI

b. rapanTuiinble nucprMa

C. COTIPOBOIUTEIIHHBIC MTUCHMa

d. pexiiaMHbIe TUCHMA

Bompoc 16

Ha xakoM n3 WHQOPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB MOXKET OBITh
odopmiteH rpud yrBepKACHUS:

Bribepure oauH OTBeT:

a. CITUCOK

b. cripaBka

C. aKT

d. cimyxeOHas 3amucka

Bompoc 17




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

Kakas pa3HOBUAHOCTB 3a1IMCOK 0OpMIIsSeTCs HA OJJaHKE OpraHU3alyu:

Bribepute oanH OTBeT:

a. 0OBsICHUTENbHAS 3aITHCKa

b. BHEIIHSA TOKJIAAHAS 3alIMCKa

C. cImy)KeOHas 3armcKka

d. BHyTpeHHSIS JOKIaIHas 3aucKa

Bompocl8

Kaxoii Bz 3anvicku 00s13aTETFHO PETUCTPUPYETCS:

Bribepure oauH OTBET:

a. BHEIIHSS TOKJIQJHAS 3aIrcKa

b. BHyTpeHHSS TOKJIaAHAS 3alIHCKa

. 0OBSICHUTENbHAS 3aIIHCKa

d. cimyxeOHas 3amucka

Bomnpoc19

Ha xakue pa3HOBHIHOCTH AEJATCS AOKJIAJHBIE 3aIMCKU O XapaKTepy
coJiep>KaHus 1 Ha3HAYCHUSI:

Bribepure onH OTBET:

a. BHyTPEHHHUE U BHELIHNE

b. oduIMaIbHBIC U JINYHBIC

C. pPa3bsACHUTENBHBIC U ONpaBIaTeIbHEIC

d. nHMIMaTUBHBIE, HHOPMAILIOHHBIE U OTYETHBIE

Bomnpoc20

KakuM nokymMeHTOM HEOOXOAMMO O(QOPMHUTH pPE3yNbTaThl PEeBU3UU
OTJeNa MpoAaX OpraHu3alyu:

Bribepure oauH OTBeT:

a. CIIpaBKOi

b. akTom

. ”HOPMALMOHHBIM MHCEMOM

d. cBOKO.

Bompoc 21

KakoBo MUHMMAaIbHOE KOJTMYECTBO JIHII, IIOANMCHIBAIOIINX aKT:

Bribepure oauH OTBeT:

a. OlUH




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

b. Tpu
c. ABa
d. getnipe.
Bompoc 22
Ha xakux padotaukoB HE 3aBoanTcst mruaHast KapTouka:
Bribepure oanH OTBeT:
a. Ha paOOTHUKOB, IPUHSTHIX HA TIOCTOSHHYIO paboTy
b. 3aBomuTCS Ha BceX paOOTHHUKOB MPEIPUATHS 0€3 HCKITIOUSHHS
C. Ha paOOTHUKOB, IPUHSTHIX HA BPEMEHHYIO paboTy
d. Ha paOOTHHUKOB, MPUHATHIX HA pabOTy MO COBMECTHTENBCTBY
Hrorosslii Tect (2 Kypc)
Bompoc 1
K opraHu3aiioHHBIM JOKYMEHTaM MPEANPHUSITHS OTHOCSATCS BHJIbI
JOKYMEHTOB:
BriGepure onuH OTBET:
a. aKT
b. JOIKHOCTHAS HHCTPYKIIHS
C. TEXHUYECKHE YCIIOBUS
d. pacnopspkeHue
Bompoc 3
C moMomplo OTYETHBIX JIOKYMEHTOB peEaln3yeTcs yIpaBieHYecKas
hyHKIHSA
Bribepure onH OTBET:
a. PeryJMpOBaHHUS JICSITEIILHOCTH MPEAPHATHS
b. KOHTPOJISI AESTENBHOCTH MPEAIPHUAITHS
C. HOPMaTHBHO-METOAMYECKOT0 00ECTIEYeHUS YITPABIICHHUS ITPEIPUITHEM
d. opranuzanuu e TeNLHOCTH TPEATPUSTHSI
Bompoc 2
COBOKYITHOCTh  JIOKYMEHTOB, 00Opa30BaBIIMXCS W HAKOIUIGHHBIX B
mporiecce NesTeIbHOCTH OTAEIBHOr0 (PU3UIECKOTO JIUIA, 3TO
Bribepure oauH OTBeT:
a. pacrpeenéHHble HHPOPMaIMOHHbIE PECYPChI
b. BcTpoeHHbIE HHPOPMAITHOHHBIC PECYPCHI




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

C. IEpCOHANBHBIE HH(POPMALIMOHHBIE PECYPCHI

d. cratucTnueckre HHPOPMALMOHHBIE PECYPCHI

Bompoc 3

C moMomIpi0 OpPraHW3aIMOHHO — TIPABOBBIX JOKYMEHTOB PEan3yeTcs
yIpaBieHuecKast (PYHKIHS

Bribepure oauH OTBET:

a. HOPMaTUBHO-METOAMYECKOT0 00ECTICUeHUS YITPABIICHHUS TPEIPUATHEM
b. KOHTPOJIS AEATETHHOCTH IPEANPUSITUSL

C. OpraHU3alMU ACSTEIFHOCTH PEATIPHATHUS

d. perynupoBaHus AATETEHOCTH PEATIPHATHUS

Bomnpoc 4

Komnosumums nucema — 370. ..

Bribepure oauH OTBET:

a. TIOCIEeOBATEIbHOCTh PACIOJOKEHHS TIPEUIOKEHUH B  TEKCTe
JOKyMEHTa

b. «s3bIKkoBas hopmyra» MUchbMa

C. pacIoyoXeHNE PEKBU3UTOB MUChMa U 3JIEMEHTOB TeKCTa Ha OJaHKe

d. mocienoBaTeNbHOCT  B3aHMMOCBS3AHHBIX — CMBICIIOBBIX — YacTeH,
00BEIMHEHHBIX STHHCTBOM TEMBI

Bomnpoc 5

VYkakuTe BUI JOKYMEHTA, BBICISAEMBIH 10 QYHKIUH YIPaBICHHS
BriGepure onuH OTBET:

a. JIoChe

b. oTuér

C. DIICKTPOHHBIN TOKYMEHT

d. ankera

Bompoc 6

K mH(OpMaOHHO-CIIPaBOYHBIM JOKYMEHTaM OTHOCSTCS:

BribepuTe oguH OTBET:

a. IpHKa3

b. ycras

c. 0OOBsICHUTENbHAS 3aIIHCKa

d. mocranoBneHune




CTpyKTYypHBIN OrneHo4HbIE CpeacTBa
3JIEMEHT [Tnanupyemsl pe3ynbTaThl 00y4deHus

KOMIIETCHLIUT

YnMmeTs - COCTaBJIATh U 0GOPMIIATH PA3IMYHbIC BUBI YIPABICHYECKUX TOKYMEHTOB B Kontpoasnas padora (1 kypc)

COOTBETCTBHH C IPaBUIaMU UX MTOATOTOBKH;

- MPOEKTUPOBATh YHH(OUIIMPOBAHHBIE (HOPMBI YIIPABIEHUECKUX JOKYMEHTOB C
YYETOM COBPEMEHHBIX TPEOOBAaHUM K UX COCTABICHUIO U O(OPMIICHUIO;

- IPUMEHATH NpaBUiia BEJCHHUS AEIOBON IEPENHCKY;

- COCTaBJATH JIOKAJIBHYI0 HOPMAaTHBHO-METOJMUYECKYIO TOKYMEHTAIHIO I10
MOJITOTOBKE YIIPABIEHUYECKOH TOKyMEHTAIUH;

- COCTaBJATH JIOKAIBHYIO HOPMAaTHBHO-METOIMYECKYIO ITOKYMEHTALHIO IO
BEJICHUIO JIETIOBOM MepenrcKu

1. BBl pyKOBOIWTENh SKOHOMHUYECKOTO OTAena. Bam HeoOxoaumo
MporH(POPMHUPOBATE PYKOBOAUTENSI OPraHU3allui O TOM, YTO 3aM. OTIela 110
AXY He BBIIONHACT TMPEANUCAHUSA 10 OOECIeYCHUI0 pabdodux MecT
MPUHTEpAMH, HHTEPHETOM W B KaOWHETE Balllero OTJella HE MPOBEICH
KocMeTHuecKuit peMoHT. OpopMHTE COOTBETCTBYIOIINI JOKYMEHT.

2. Bwl onozganu Ha paboTy Ha 2 "aca. PykoBoacTBo notpedoBaio ot Bac
o0bsicHeHnH. OPOopMUTE COOTBETCTBYIOLIHI TOKYMEHT.

3. OTrpenakTupyiiTe TEKCTHI CIEAYIOMUX HOKYMEHTOB. COCTaBbTE UX
IIPaBUJIbHBIA BAPUAHT.

Hrorosblii Tect 32 1 Kypc

Bompoc 1

Kakoii pa3HOBHIHOCTH THCHhMa COOTBETCTBYET CIICAYIOINAS S3BIKOBAsS
(bopmyna: «IIpeacTaBisio Ha YTBEPIKICHHUE MPOCKT IJIAHA...):

BriOepute oMH OTBET:

a. COMPOBOJIUTEIBHOE TUCEMO

b. nmpockba

c. odepra (IpeaIoKeHHE)

d. mpencrasnenue

Bompoc 2

KakuM ToKyMeHTOM HE00X0 MO 0(OPMHUTH BO H30SKaAHHE HAPYIIICHHUS
HOpM TpymoBOro Kojekca MUCHbMEHHOE HAIMOMHUHAHWE O HEOOXOIMMOCTH
SIBUThCSL JUISl TIOJNyYSHHs TPYJOBOM KHIKKH YBOJEHHOMY pPaOOTHHKY, He
MOJTyYHBIIEMY €€:

Bribepure oauH OTBeT:

a. (hakcorpamma

b. SMS-coobienne

C. JJIEKTPOHHOE COO0OIICHNE

d. 3akazHoe HCHEMO.

Bompoc 3

B kakoil JOKyMEHTallMM 3aKpEIJICHO COKpAICHHOE HauMEHOBAaHHE
OpraHu3alMu:

Bribepute ofiH OTBET:
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3JIEMEHT
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[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

a. OpraHu3alMOHHON

b. paciopsIuTeNbHOMN

C. yUpEIUTEIbHOU

d. napOpPMAITHOHHO-CITPABOYHOM

Bomnpoc 4

Kakue peKBU3WUTHI COCTaBJISAIOT CHPaBOYHYIO HHOpMammoo 00
OpraHMu3alMUu-aBTOpe JOKYMEHTA!

Bribepute onuH OTBET:

a. KOJl OpraHu3aIiy, CIIpaBOYHBIC JaHHbIC 00 OpraHu3aIuu, Ko GopMbl
JIOKYMEHTa

b. HanMeHOBaHWE BBINIECTOSIICH OPTaHM3ANNH, KOJ| OpraHU3aIUH,
OI'PH, MHH/KIIII

C. CIIpaBOYHBIE JaHHBIE 00 opraHm3anmu, koji opranusaimu, OI'PH,
MHH/KIIIIT

d. HauMeHOBaHME BEHIIIECTOAIIEH OpraHU3aINY, CIIPABOYHBIE TaHHBIE 00
OpraHu3alliy, KOJ OpraHu3aluu, KoJ GopMbl JOKyMEHTA.

Bomnpoc 5

Ha 6mankax xakux gokymeHToB HE ykaspiBaeTCsl HAaMMEHOBaHUE BUIA
JIOKYMEHTa!

Bribepure onH OTBET:

a. cIy»eOHOTO MHChMa

b. TOMKHOCTHON MHCTPYKIIUA

C. CIIpaBKH

d. cimyxeOHoif 3armcku

Bompoc 6

N3 kakuX KOMIO3UIIMOHHBIX YaCTE€l COCTOUT NMPUBEAEHHBIN HUKE TEKCT
MMChMa!

B cootBercTBUU C pacniopskeHueM denepanbHOro ynpaBleHUS IO Jie-
JaMm o HecocTosATenbHOCTH (OaHKpoTcTBE) OT 19 OKTsIOps 2004 r. Ne 75-P
HarpasisieM BaMm akThI ¢ KOMIUIEKTaMU JOKYMEHTOB TI0 TIPEATIPHUSITHSIM:

1. BocTpsikoBckuil MsconepepadaTbIBaroLIfii KOMOMHAT;

2. ®abpuka neTckoi urpymku Ne 3.

Bribepute ofiH OTBET:
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a. BBEJIeHHEe 000CHOBaHNE

b. BBeeHHE, 3aKIIIOUEHHE

c. 000CcHOBaHUE, 3aKITI0UCHHE

d. BBeeHne, 000CHOBaHME, 3aKIFOUCHHUE

Bompoc 7

VYkaxkute, Kakasi i3 STHKETHBIX 3aKIIOYUTENBHBIX (pa3 OyIeT yMecTHOH
B TEKCTE JIEJIOBOTO MUChMa!

Bribepute oguH OTBET:

a. Haneemcs Ha anmuTenbHOE TIIOAOTBOPHOE COTPYTHUUYECTBO

b. K coxanenuto, Mbl MO3JIHO MONYYHJIM Balle NPEIJIOKEHHE M HE
CMOTJIM UM BOCIOJIb30BAThCS

c. OueHb paabl okazath Bam yciayry

d. K cuacteio, Hamm onaceHuss 00 OCTaHOBKE TIOCTaBOK 00OpYyIOBaHUS
HE MOATBEPININCD

Bompoc 8

Oprasu3zaiys noxy4usa MuCbMO-TIPOCKOY CIEIYIONIEro COAepKAHNA:

[Ipocum Bac mpenoctaBuTh MECTO JUIsl IPOXOXKACHUS MPEATUTIIOMHON
MPAaKTUKA CTyOEHTKE 5 Kypca OYHOM ¢opMmbl o00ydeHHs (aKyiabTeTa
nearornieckoro obpaszoBaHusi M cepBUCHBIX TexHonorud PI'BOY BIIO
«MarHuToropcKuil rOCYJIapCTBEHHBIM YHUBEPCHUTET», 110 HAIPABICHUIO
«loxymenToBenenue u apxuBoBeacHue» Mensenesoit Aune Anapeesne ¢ 01
(heBpass o 28 mapra 2013 .

VYkaxure, Kakoil U3 BapuaHTOB OTBeTa OyieT 0oJiee MpaBUIbHBIM:

Bribepure oauH OTBeT:

a.

CooOmraeM, 4YTO Hamia OpraHU3alUs [PEIOCTaBUT MECTO IS
MIPOXOXKICHUS IPAKTUKH JUIA Ballled CTYIEHTKH.

b.

Ha Bame mucemo ot ... Ne ... coobmiaeM, 4To TOTOBBI MPEJOCTABUTH
MECTO JIsl MPOXOKICHUATPEAAUIIIOMHON MTPAKTUKU CTYJIEHTKE S5 Kypca OUHOM
¢dopmbl 00yueHHs (akyybTeTa MeAaroruyeckoro o0pa3oBaHUsl U CEPBUCHBIX
texHonorui  ®I'BOY  BIIO  «MarHuroropckuii  rocynapCTBEHHBIN
YHHUBEPCUTET», 10 HAIpPaBICHUIO «/|OKYMEHTOBEJCHHE U apXUBOBEACHUE»
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MenseneBoit Aune Auapeesre ¢ 01 deBpans mo 28 mapta 2013 1.
C.

Coo0maeM, 4TO Hallla OpraHU3alusl TOTOBAa MPEAOCTABUTh MECTO AJIS
MIPOXOXKICHUATIPEIIUIIIOMHON TIPAKTHKH CTYJIEHTKE 5 Kypca OYHOW (HOpMBI
oOyueHUsT (paKynmpTeTa MEAArOTHYECKOro O0pa3oBaHUSI H  CEPBHUCHBIX
texHonorni  ®I'BOY  BIIO  «MarHuroropckuii  rocynapCTBEHHBIH
YHUBEPCUTET», 10 HAIIPABIEHUIO «/|OKyMEHTOBEIECHHUE U apXUBOBEICHUE»
MenseneBoit Anae Aunpeesre ¢ 01 ¢espains mo 28 mapra 2013 1.

d.

YBaxxaemble KoJuieru!

Undopmupyem Bac o Tom, 4TO MBI pampl MPEOOCTaBUTh MECTO IS
NPOXOXKICHUS NPEIIUIUIOMHON mpakTuku Bameill crynentke MenseneBoit
AnHe AHnpeeBHe B 0003HaueHHBIC Bamu cpoku.

Bompoc 9

Kakumu cnoBamu 10JKE€H HAUMHATHCS TEKCT MPHUKA3a, €CIIM €ro U3JaHne
BBI3BAHO HEOOXOJMMOCTBIO OCYIIECTBICHUSI COOCTBEHHOW AEATEILHOCTH IO
WHUIHUATHUBC OpraHu3aluun:

Bribepure oanH OTBeT:

a. «Bo nucnionuenue...»

b. «B cBsizuc...»

c. «Ha ocHoBanuu...»

d. «B cootBeTcTBHH C....»

Bompoc 10

B kakoii yacTi pacnopsIuTeIbHOTO JOKYMEHTa HE00X0JMMO ITOMEIIATh
MepevyeHb JTOKYMEHTOB, YTPATUBIIMX CHIIy WIH HOMJISKAIINX W3MEHEHHUIO B
CBSI3M C U3JAHUEM JAHHOTO aKTa:

Bri6epuTe oguH OTBET:

a. B IEPBBIX MMyHKTaX PaCHOPSIINTEILHON YacTh

b. B KoHCTaTHpYIONIEH YacTh

C. B KOHIIE TEKCTa

d. B m000OM IMyHKTE PacHOpSAIUTEIbHON YacTH

Bompoc 11

Vkaxkure BapuaHT O(OPMIICHHSI OTMETKM 00  HWCIIOJHHTENe,
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ycranosienusii [OCT P 6.30-2003:
Bribepute oanH OTBeT:
a.
Ilecmpsxosa Onvea I'ennadvesna
Ten. 22-34-75
b.
Ilecmpsxosa O.1".
22-34-75
C.
O.I'. Ilecmpsxosa
223475
d.
HUcn. llecmpsxosa Onvea I ennadvesna
22-34-75
Bompoc 12
Onpezenure, K KakoMy OpPraHU3allMOHHOMY JOKYMEHTY OTHOCHTCS
npesiaraeMelii GparMeHT TeKcTa JOKYMEHTa:
1. Qupmennoe nHaumenosanue U MeCmMoHAxXod COeHUe 00Uecmaa
1.1.1loanbim  QupmenHbIM  HAUMEHOBAHUEM 00Wecmea AGNAemcs:
Obwecmeo ¢ ocpanuuennol omseemcmeennocmoio «MHUPy. Coxpawennoe
@upmennoe naumenosanue oouecmsea — 000 « MHUP».
1.2.FOpuouuecxuii adpec obwecmsa: yia. Cpeduzemnomopckas, 0.1, e.
Maenumoeopck, Yensbunckas ooa., Poccus, 455012.

Bribepure oauH OTBeT:

a. TIOJIOKeHNE 00 OpraHu3aIiu

b. ycras

C. IIPaBWJIa BHEITHEW NEePENUCKU OpraHn3aliy

d. MHCTPYKIWS 10 JAETOMPOU3BOCTBY

Bompoc 13

Breibepure  mpaBuibHBIE  BapuaHT — OQOpPMIICHHMS ~ NOANHCH B
pacnopsauTeIbHOM IOKyMEHTE OpraHu3auuu (IIprUKase, pacrlopsHKeHUH):

Bribepute ofiH OTBET:
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a.
I'enepanbHbIl JUPEKTOP
bensaxos
12.12.2013
b.
I'enepanbHbII TUPEKTOP
000  «Kommnac»
M.II. bensikos
12.12.2013
C.
I'enepanbHbIil TUPEKTOP
000 «Kommac»
MLII. bensikos
d.
I'enepanbHblil aupekTOp
bensxos
Bompoc 14

B xakom nagaceKe YyKa3bIBalOT HAWUMCHOBAHHC

Iloanuce

IHoamuce

CTPYKTYPHOT'O NOJPA3AEIeHHs B PEKBU3UTE «AApecaTy»:
Bribepure onH OTBET:

a. B POJUTEIILHOM
b. B IMEHUTEIHHOM
C. B JIaTEJIbHOM

d. B mpeioxxHOM
Bompoc 15

Vxaxxure BEPHOE Bricka3biBaHME:

Bri6epuTe oguH OTBET:

a. Ha Omanke muchMa MpOCTABIIAETCS OTpaHUYHMTENbHAS OTMETKA IS
pexkBusnTta «CCBUIKA HA PETHCTPAIMOHHBIA HOMEP W JIaTy JOKYMEHTa»

CIIEYIOINM 00pa3oM: «

oT

»

IToamnuce

IMonnuce

M.IIL.

OopraHuvs3anym " ¢c¢

b. Ceenenus B pexkBusute «CChIIKA HA PETUCTPAIIMOHHBIA HOMEP U IaTy
JOKYMEHTa» MPUCBAUBAIOTCSI OPTaHU3ALUEH-aBTOPOM OTBETHOI'O ITUChMa
c. PexBmsut «Cchlika Ha ATy U PETUCTPAIIMOHHBIH HOMEP JOKYMEHTa»
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3aII0JHSETCS B IIPEUMYIIECTBEHHO B IIMCbMax-0TBeTax. CBeNeHHs B PEKBU3UT
MIEPEHOCSTCS ¢ OCTYNUBIIETO TOKyMEHTA
d. Yka3aHue JaHHBIX 0 MOCTYNHBILIEM MUCbME Ha OTaHKe MHChMa B BHJIE
OTIENIBHOIO CCBHUIKM Ha PETHUCTPALIMOHHBIA HOMEP M [aTy AOKyMEHTa He
HCKJII0YaeT HEOOXOJMMOCTHU CChUIATHCA HAa HUX B TEKCTE OTBETHOI'O IHCHMa: B
HaJaJie TeKCcTa MUChMa Beeraa cienyet nucath «Ha Bam Ne ... oT ...»
Bompoc 16
Kakoe komoBoe oOo3maueHwe Ha aokymeHnte HE wupentndunupyer
aBTOpa!
Bribepure oauH OTBET:
a. OI'PH
b. MHH/KIIII
c. OKY [
d. OKIIO
Bompoc 17
Kakas si3pikoBast popmyiia yMecTHa B 3asBICHUH:
Bribepure onH OTBET:
a. «B MOEH Ipocb0e MpoITy HE OTKa3aTh...»
b. «3apaHee npu3HaTEIECH»
c. «BecbMa yoeaurensHo Bac mponry»
d. «apomry Bamrero cornacus Ha...»
3agaHusi K NMPaKTH4YeCKOH 4YacTH 3a4yeTa ¢ OLEHKOH IO Kypcy
«JlokymeHnToBeneHue»

1. KommuekcHblil aHanu3 AOKHOCTHOM MHCTPYKLMM M €ro
PEeAAKTUPOBAHHUE.

2. KoMmuiekcHbIil aHanu3 y4YpeauTENbHOTO JOKYMEHTa U €ro
PEAaKTHPOBAaHUE.

3. KoMmmuiekcHblii  aHanM3  MONOXKEHHS IO  OCHOBHOM
JIEATEIBbHOCTH U €r0 PENaKTUPOBAHUE.

4. KommiekcHblii aHaNU3 paclopsKEHUS.

5. KomMrmuiexkcHblil aHanu3 nprkasa 10 OCHOBHOW AESTEIbHOCTH U

€ro peIaKTUPOBAHUE.
6. KommnnekcHbIi aHanu3 MMOCTAaHOBJICHUS " ero




CTPYKTyprIﬁ OHCHO‘{HHC CpeacTsa
3JIEMEHT [Tnanupyemsl pe3ynbTaThl 00y4deHus
KOMIIETCHLIUT
pelaKTHPOBaHUE.
7. KomMnuekcHslil aHanu3 pelieHys U ero pe1akTHPOBaHuUE.
8. KomMruiekcHbli aHanu3 yka3aHHs U €T0 peAaKTHPOBaHHUE.
9. KommuiekcHplii  aHanm3  cioy)keOHOrO THCbMa U €ro
penaKTUpOBaHUE.
10. KommnekcHpIi aHaTH3 IPOTOKOJIA U €TO PeIaKTUPOBAHUE.
11. KomrmekcHpIi aHAMN3 aKTa U €r0 peaKTUPOBAHUE.
12. KommutekcHprit  aHanmu3 — ciry:)keOHOW — 3amickd U e
peAaKTHUpOBaHHUE.
13. KomMruiekcHblil aHann3 crpaBky U €€ pelakTHPOBaHUE
IIpakTHyeckoe 3aaHue K 3a4eTy C OIleHKOM
[TpousBecTn GOpMYISPHBINA aHATN3 OAHOTO JOKYMEHTa (IO BBIOOPY
npenonasarens). K kakoll cucreme, mojcucrteMe AOKYMEHTALUH OTHOCHTCS
TAHHBIA TOKYMEHT. B Kakoii/uie KOMIUTEKC/bl MOKET BOUTH aHAIIN3UPYEMBIH
JIOKYMEHT.
BapuaHThl NpUIOKEHUH
Bapuanrt 1 - cipaBka KOHKpETHOH OpraHu3anuu
Bapuanr 2- nucbM0 KOHKPETHOH OpraHU3aIiu
BapHaHT 3- MpHKa3 KOHKPETHON OpraHM3alun
BapuanT 4 - paciopshkeHrne KOHKPETHON OpraHu3aluy
BapuaHTt 5- akT KOHKPETHOM OpraHu3aluu
Bnagers - IpaBWJIaMU NMOATOTOBKH YIPABIEHYECKUX JOKYMEHTOB; TeMbI KypcoBBIX padoT (2 Kypc)

- [IpaBUJIaMH1 BEACHUA HeHOBOﬁ TMEPEIINCKHU;

- HOPMAaTHBHO-METOAMYECKOW 0a3bl 10 COCTABJICHUIO M O(POPMIICHUIO
CITy>KE€OHBIX IOKYMEHTOB

- opHUUMANBHO-AETOBBIM  SI3BIKOM  PHU
CITy’)KeOHBIX JIOKYMEHTOB;

- MPaKTUYECKHMMU HABBIKAMHM HCIIOJIL30BAHUS YMEHHUS COCTaBISTH U
0QOpPMIIATE CIyKeOHYI0 JOKyMEHTALUIO Ha APYTUX TUCHUTUIMHAX

COCTaBJICHUHM H Oq)OpMJ'IeHI/II/I

1. OcobeHHOCTH cOCTaBIeHUS, OQOPMIICHHUS U

HOMEHKJIATYPBI JIEJ OpTaHU3aIINH.

2. TaGens ¢popM nOKyMEHTOB M ANbOOM (GOpPM ITOKYMEHTOB
OpraHu3allid KaK HHCTPYMEHT COBEPIICHCTBOBAHUS JOKYMEHTAIIMOHHBIX
MIPOLIECCOB.

3. Pone 1 MecTO ydpemuTENbHBIX NOKYMEHTOB B YNpPaBICHHU
opraHusanueil, 0coOeHHOCTH UX COCTaBJICHUS, 0(OPMIICHUS U PETUCTPALIUH.

4. Ponp M MecTO OpraHM3allIOHHO-TIPAaBOBBIX JTOKYMEHTOB B

HUCITIOJIB30BAHUA
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yIpaBJICHUH OpTaHU3aNneH, 0COOEHHOCTH COCTABIICHUS U O(POPMIICHUSI.

5. Poinb 1 MecTO paciopsAUTENbHBIX TOKYMEHTOB B YIIPaBICHHN
OpraHu3alueH, MopsI0K UX COCTaBICHUs, OOPMIICHUS U UCIIOTHEHUSI.

6. CocraBnenne M O(OpMIICHHE JTOKYMEHTOB, HCIIOIb3YEMBIX
TS OTIEPAaTHBHOM TTepeiaun HHPOPMaIIN

7. PasHoBugHOCTH  CIyXeOHBIX MHCEM, OCOOCHHOCTH UX
COCTaBIICHUS U OOPMIICHHSI.

8. Ponp m Mecto MH(MOPMAIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB B
yIpaBlieHHH OpraHu3amnueii, 0coOeHHOCTH UX COCTaBJICHUS U 0(POPMIICHHSI.

9. Ponp " MECTO yHUQUKAMH  JOKYMEHTOB B
COBEPIICHCTBOBAHWH JJOKYMEHTAIIMOHHBIX TPOIECCOB, HAIIPABICHHUS M ATAIbI
VHUDUKAIAH.

10. B3aumocBs3b  comepkanus W (QOpMBI  JIOKYMEHTa,

0COOCHHOCTH WX YHH(DHKAIIHH.
3agaHusi K NMPaKTH4YeCKOH 4YacTH 3a4yeTa ¢ OLEHKOH M0 Kypcy

«JlokymMeHTOBeIeHU E»

1. KommnekcHpIfl aHamu3 MODKHOCTHOW WHCTPYKIIMHM M €ro
pEoaKTUPOBAHUE.

2. KommekcHpIN aHaMW3 ydpeauTeNbHOTO JOKYMEHTAa U €ro
peIaKTUpOBaHUE.

3. KommnekcHblif  aHanmu3  MOJNOXEHUS [0  OCHOBHOM
JEATEIBbHOCTH U €r0 PeIaKTUPOBAHUE.

4. KomruiekcHslit aHamn3 pacopsiKeHH .

5. KommnekcHblit aHaIU3 pUKa3a M0 OCHOBHOU JEATEIBHOCTU U
€ro peIaKTUPOBaHUE.

6. KommnekcHblii aHaIn3 TOCTAaHOBIICHUS u ero
peIaKTUpOBaHUE.

7. KommekcHbli aHaNU3 PEeLICHUs U €r0 peJaKTUPOBAHUE.

8. KomrekcHslil aHanu3 yKa3aHus U €r0 pelaKTUPOBAHUE.

9. KommnekcHplif  aHanu3  CIy’)keOHOro MUCbMa H©  €ro
peIaKTUPOBaHUE.

10. KommnekcHblit aHaMU3 IPOTOKOJIA U €T0 PeIaKTUPOBAHUE.

11. KomruiekcHBIN aHAIHM3 aKTa ¥ €T0 peaKTHPOBAHUE.




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

12. KomrurekcHsrit 3amuckn U eé
peAaKTHUpPOBaHHUE.

13. KomMmnuiekcHslil aHanu3 crpaBKy U €€ pelakTHPOBaHUE

IIpakTH4Yeckoe 3a1aHHe K 3a4eTy € OLEHKOM

[IpousBectn GopMyNSpHBIN aHATH3 OJHOTO JOKYMEHTa (110 BEIOOpY
npenonaBarens). K kakoil cucreme, moacucTeMe AOKYMEHTAIIUA OTHOCHUTCS
JAaHHBIA TOKYMEHT. B Kkakoii/Me KOMIUIEKC/bI MOXKET BONTH aHAJIM3UPYEMBbIi
JOKYMEHT.

BapuaHThl NpUIOKEHUH

Bapuanr 1 - cnpaBka KOHKpETHOI opraHu3aIiu

BapuaHT 2- nucbMO KOHKPETHOM OpraHu3aluu

BAPUAHT 3- NPHUKAa3 KOHKPETHON OpraHu3aluu

Bapuanr 4 - pacniopsikeHre KOHKPETHOM opraHu3aiuu

BapuaHT 5- akT KOHKpPETHON OpraHu3alnuu

aHaM3  CIyXeOHOit

OIIK-3

BJaJleHHeM 0a30BbIMH 3HAHUSIMH CHCTEM OpraHoB FOCyIlapCTBeHHOﬁ H MyHHHHHaJILHOﬁ BJIACTH

3HaTh

- TpeOOBaHMA K COCTABICHHIO U O(OPMIICHHIO YIIPABIEHYECKUX TOKYMEHTOB

- COCTaB M COJIepKaHHe HOPMATUBHO-METOANYECKON 0a3bl 110 COCTaBICHUIO U
0 OPMIICHHUIO CITyKEOHBIX JOKYMEHTOB

- OCHOBHBIE IpOOJEMbl HOPMAaTHBHOTO OOECIIEUEHHUs] COCTAaBICHUS H
oopMIIeHUSI  yNpaBIEHYECKOW JOKYMEHTAllUK B CHUCTEME OpraHoB
roCyZapCTBEHHON U MYHHIIMITAJILHOM BJIACTH

- OCHOBHBIE IPOOJEMbI HOPMAaTHUBHOTO OOECIICUEeHHUs] BEACHUS IEJIOBOU
IIEPENUCKH B CUCTEME OPraHOB I'OCYJaPCTBEHHOW U MyHUIIUIIAIILHON BIACTH

Bomnpocsl k 3auety 1 Kypc

1. OcHoBHbIE (QYHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTaIMU B Poccuiickoii
depnepauuu.

2. Crannapruzaimsa 1 yHAQUKAUsS TOKYMEHTOB. YHU(HUUINPOBaHHBIE
CUCTEMBI IOKyMEHTAI1H.

3. KnaccugukaTopbl JOKyMEHTHPOBaHHON MH(OpMAITHH.

4. OpraHu3aoOHHO-PacTIOPAANTENbHAS JOKYMEHTALNS

5. Opunnueckas cuina aokymeHTa. HopmaTHBHO-MeToAmueckas 0Oasza
o opMIIEHUS TOKYMEHTOB.

6. TpeboBanuss kK OQOPMIEHHIO PEKBU3UTOB 3aroJIOBOYHOW YacTu
OpPraHU3allMOHHO-PACHIOPSAUTENBHBIX  TOKyMeHTOB coracHo ['OCT P
7.0.97-2016

7. TpeboBanus kK OQOPMIIEHHIO PEKBU3UTOB COIEPIKATENBHOM YacTH
OpPraHU3allMOHHO-PACHIOPSAUTENBHBIX  JTOKyMeHTOB cornacHo ['OCT P
7.0.97-2016

8. TpeboBanuss K OQOPMICHUIO PEKBU3UTOB O(GOPMISIONIEH YacTH

OpPraHU3alMOHHO-PACIOPAJUTENBHBIX  JOKYMEHTOB IoCt P

7.0.97-201

CorjidaCHO
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9. TpeboBanus kK 0HOPMIICHHIO CITIPABOK.

10. TpeboBanus Kk 0hOpMIIEHHIO CBOJIOK, 3aKIIOUEHHI, OT3BIBOB.

11. TpeboBanus kK ohopMIIEHHIO TIEpEUHEH, CIIICKOB.

12. TpeboBaHug K MEPBHYHOW YYETHOW MOKYMEHTAIMH IO JINYHOMY
COCTaBy.

13. TpeboBanus K CONPOBOAUTENHHBIM MUCHMAaM.

14. TpebGoBaHus K 0POPMIICHUIO aKTOB.

15. TpeboBanns Kk  OQOPMIICHHIO  JOKJIATHOW,  CIYy)XEOHOH W

00BSICHUTETILHOM 3aITUCOK.
HTorosblii TeCcT 3a 2 Kypc
Bompoc 1
KTto odopmisier ydeTHbIC IMUHBIC KAPTOUYKH:
Bribepure oanH OTBET:
a. pabOTHUK 1O KaJipam
b. pyKOBOAMTENb CTPYKTYPHOT'O MOIPA3ICIICHHUS
C. 3aMECTHTEINIb PYKOBOJUTEIS OpPraHU3al[uH
d. paboTHHK
Bompoc 2
Kakoii moKyMeHT SBis€eTcd OCHOBHBIM JOKYMEHTOM O TPYIOBOH
JEeSITEIIBHOCTH B O TPYIOBOM CTaXke paOOTHHKA:
BriOepute oMH OTBET:
a. CTpPaxoBOE€ CBHJCTEIBCTBO TOCYNAPCTBEHHOTO IEHCHOHHOTO
CTpaxOBaHHUs
b. yueTHas TuuHas KapTOUKa
C. TPyZOBasi KHMKKa
d. neHCHOHHOE YIOCTOBEpEHHE
Bompoc 3
Kakue BuAbI JUCHMIUTMHAPHBIX B3bICKAHUI BIHCBHIBAIOTCS B TPYIOBYIO
KHIKKY:
BribepuTe oguH OTBET:
a. B3BICKaHMA B TPYAOBYIO KHIKKY HE 3aITUCHIBAIOTCS
b. yBonmbHEHME
C. CTPOTUil BBITOBOP
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d. Bce BUIBI QUCHMIUIMHAPHBIX B3BICKAHUM BIMCBHIBAIOTCS B TPYLOBYIO

KHIDKKY.

Bompoc 4

Kakoii 1OKyMeHT He BXOOUT B KOMIUIEKT JOKYMEHTOB O
KOMaHAMPOBAHUH C KOJIOBBIM 0003HaueHueM (hopmsl T:

Bribepure oanH OTBeT:

a. KOMaHUPOBOYHOE yJOCTOBEPEHUE PAOOTHHKA

b. mpuka3s (pacropspkeHne) 0 HalpaBIeHUH OTAEFHOTO PA0OTHHUKA HITH
IpyMIbl PAOOTHUKOB B KOMaHIUPOBKY

C. CIy’)KeOHOE 3aJJaHHe C OTYETOM O €r0 BBITIOJTHEHUH

d. aBaHCOBBIH OTUET

Bompoc 5

Ha xakwe rpynmbl genarcss opuUIMaNbHBIE JOKYMEHTHI 1O cdepe
JeSATeNbHOCTH (110 PYHKIIMOHATLHOMY TPU3HAKY):

Bribepure oanH OTBeT:

a. yHU(UIMPOBaHHBIE/HEYHH(DUITPOBAHHBIE

b. pyHKIIMOHATIEHBIE/OTPACIIEBbIC

¢. ounmanbHbIe/HeOPUITHATEHBIC

d. ympaBneH4YecKre/TeXHUUECKHE

Bompoc 6

KakuM 1OKyMEHTOM JOJIKHBI PYKOBOJCTBOBATHCS AETIONPOU3BOAUTENN
IIPU JTOKYMEHTHPOBAaHUM 3TAIlOB TPYJOBOrO IHKJIA — OT MpHEeMa Ha paboTy
HOBOT'O COTPY/HHUKA JIO €r0 YBOJbHEHUSI:

Bribepure oauH OTBeT:

a. locynmapcTBeHHass cHcTeMa JOKYMEHTAIIHOHHOTO OO0eCIeUeHHs
ynpasieans. OcHoBHbIE TOJOXeHHs. O0mue TpeOoBaHHSA K TOKyMEHTaM M
CIIy’)K0aM JIOKy-MEHTAIIHOHHOTO 00eCcTIeUeHH s

b. TOCT P I'OCT P 7.0.97-2016 «YuuduuupoBaHHasi cucrema
OpTaHU3ANMOHHO-PACTIOPSTUTEIFHON  JOKYMEHTanuu.  IpeOoBaHmMsT K
0 OPMIICHHUIO JOKYMEHTOBY

c. Anp0OM YHUQHUUUPOBaHHBIX (OPM  TMEPBUYHON  y4YETHOM
JOKYMEHTallud 10 Yy4YeTy TpyJa W €ro OIUIaThl, YTBEP)KACHHBIM
ITocranoBnenneM I'ockomcraTta Poccun
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d. Obmepoccuiickuii KitaccupuKaTop yrnpaBleHIeCKON TOKyMEHTAIIUN

Bomnpoc 7

OTMeTUTH BOIIPOC

Kakoe omnpeneneHne [OpUOMYECKON CHIIBI JIOKYMEHTa SBIISIETCS
cranpapTu3upoBanHbIM (3akperuicro B TOCT P 51141-98):

Bribepure oanH OTBeT:

a. IOpHIMYecKas CHjia JOKYMEHTa — 3TO CBOMCTBO O(UIMAIBHOTO
MOKYMEHTa, cool0maemMoe eMy JIeHCTBYIOIIUM  3aKOHOJATEIbCTBOM,
KOMHGTCHHI/ICI\/'I HU3JaBIICTO €ro opraHa W YCTAHOBJICHHBIM IOPAAKOM
odopmiteHUs

b. ropunugeckas cuia JOKyMEHTa — 3TO CHOCOOHOCTB YIIPaBIEHIESCKOTO
MOKYMEHTa BBICTYIaThb B KadecTBe OO0SM3aTENBHOTO IS  yYaCTHHKOB
YIPABJICHUS: OPraHOB YIPABICHMS, HUX CTPYKTYPHBIX IOAPA3ACICHUMN,
OOIIIECTBEHHBIX  OpPraHM3allui, JOJDKHOCTHBIX  JIMI, TOCYAapCTBEHHBIX
CITy’KaIlluX U TpakJIaH

C. lopuauyeckas cuiIa  JOKYMEHTa — 3TO  COOTBETCTBHE
JOKYMEHTHUpOBaHHOW  uH(popManmuu  TpeOoBaHHAM  O(QUIMATBHOCTH,
JIOCTOBEPHOCTH,  OOBEKTHBHOCTH,  OECCIIOPHOCTH, OCHOBAaHHBIM  Ha
3aKOHOJIATEIbCTBE

d. ropumuueckas cuia JIOKYMEHTa — 3TO YCJOBHE, MPH KOTOPOM
nH(pOpMAaIUs TOKyMEHTa MOXET OBITh UCTIONIh30BaHa B cepe yrpaBieHus 6e3
COMHEHHUS B €€ JOCTOBEPHOCTH ISl OCYIIECTBIICHUS JIFOOBIX IeHCTBUI

Bompoc 8

OTMeTUTH BOIPOC

Kakomy TepMUHY COOTBETCTBYET CieAyIOLIee CTaHIapTH3HMPOBAHHOE

onpenenenne (3akperieaHoe B [OCT P 51141-98): «.... — aTo mpocTaBieHue
HCO6X0)II/IMBIX PEKBU3UTOB, YCTaHOBJICHHBIX npaBuIaMA
JIOKYMEHTHPOBAHUSI»:

Bri6epute oauH OTBET:
a. opopmiIcHHE TOKyMEHTA
b. yHu(pUKaIMI TOKyMEHTa
c. popmysip-oOpaserr
d. cocTaBieHue TOKyMEHTa
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Bompoc 9
OTMETUTH BOIIPOC
Kakoli JOKyMEHT SIBJIIETCS OCHOBHBIM aKTYyaJIbHbIM HOPMAaTHBHBIM
JIOKYMEHTOM B obmactu COCTaBJICHUS 51 ohopMIICHUS
OpTraHU3AIMOHHO-PACTIOPSANTETHHON TOKYMEHTAIUH:
Bribepure oanH OTBeT:
a. OCT P 6.30-2003
b. IlpaBuma nmenompom3BoacTBa B (emepalmbHBIX  OpraHax
WCIIOJIHUTENIbHOW BJacTH, yTBepxkaeHHble [locranoBnenuem lIpaBurenbcTBa
P® ot 15 nrons 2009 1. Ned77
c. OKYJ - OK 011-93. O6mepoccuiickuii KimaccupukaTop

YOPABICHYECKOM  JOKYMEHTalUuW,  yTBepkAeHHbIH  IlocTaHOBIeHHEM
loccranpapra PO ot 30 gexadps 1993 r. No229
d. TCHAOY - TocymapcTBeHHass CHUCTeMa JOKYMEHTAIlMOHHOTO

oOecrieuenust ympasieHus. OcHOBHble mHojoxeHus. OOmume TpeOoBaHMS K
JOKYMEHTaM U CIIy’kK0aMm JOKYMEHTAlIMOHHOTO O0eCHeUeHHs, YTBEPIKICHHAS
npuka3om ['maBapxuBa CCCP ot 23 mas 1988 r. Ne 33

Bompoc 10
B xakoM ciydae yupexieHre HMEeT IPaBo YI0CTOBEPSTH TIOBEPEHHOCTh
Ha MOJTyYeHHE JICHEeKHOTO BKJIaa B OaHKe:
BriGepure onuH OTBET:
a. €CIM JIOBEPUTEIb U JIUIO, KOTOPOMY OH JOBEpSIET, SBISIOTCS
rpaxaanaMu Poccun, X0Ts 1 He SBIAIOTCS paOOTHUKAMU JAHHOTO YUPEKICHUS
b. ecnu poBepuTenb ABISAETCS PaOOTHUKOM JAHHOTO YUPEXKIEHHs, a
JIMIIO0, KOTOPOMY OH JIOBEPSIET, HE SIBIISICTCS pAOOTHUKOM JIAHHOTO YUPEIKIACHUS
C. €CIM JOBEpHUTENIb HAXOAWUTCA Ha CTAIlMOHAPHOM H3JICUCHHUH, HO
SIBIISIETCSL PAOOTHUKOM JTaHHOTO YUPEXKACHUsI, U U0, KOTOPOMY OH JIOBEPSET,
TaKXe SBISEeTCS paOOTHUKOM JIAHHOTO YUPEKICHUS
d. eciin oBepuTeENh HE SABISETCSI pAOOTHUKOM JAHHOTO YUPEXKIICHHS, &
JIMLI0, KOTOPOMY OH JJOBEPSIET, SBISETCS pPAOOTHUKAMHU JAHHOTO YUPEKICHHS
Bompoc 11
Kakolf peKBH3UT HCHOJIB3YeTCS Ul yJOCTOBEPEHHUS 3JIEKTPOHHOTO
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JOKYMEHTa!

Bribepute oanH OTBeT:

a. JJIEKTPOHHAs I (POBas MOAMUCH

b. uneHTHGUKATOP PIEKTPOHHOM KOMUU JOKYMEHTa

C. Kol pOpMBI JOKYMEHTa

d. perucTpanioHHbII HOMEp TOKyMEHTa

Bompoc 12

KakoMy HOHSTHIO COOTBETCTBYET CJICAYIOIIAs XapaKTEPUCTHKA:

JlokyMeHTBI, O0JafaroIiue FOPUIUYECKON  CUJIOH, H3llaBaeMbIC
PYKOBOJCTBOM OpraHHM3alMd M COJEpIKAIlUe YIPaBICHUYCCKUE PpEIICHHS,
HalpaBJICHHbBIC HA BBIIIOJIHEHUE TEKYIIIMX U IEPCIIEKTUBHBIX 3a4a4:

Bribepute onuH OTBET:

a. OpraHU3aIMOHHO-TIPABOBBIE TOKYMEHTHI

b. TOKYMEHTBI 110 JINUHOMY COCTaBY

¢. "HGOPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI

d. pacriopsiquTeNbHbIC JOKYMEHTHI

Bompoc 13

Kakoii nokymeHT siBisiercsi 00s3aTeNbHBIM MpPU JTOKYMEHTUPOBAHUHU
TPYIOBBIX OTHOIIEHUH MEXIy paOOTHHUKOM M paboToqaTeneM:

Bribepure onH OTBET:

a. TPyZOBasi KHIXKKa

b. pexum Tpyna

C. JOJDKHOCTHAsI UHCTPYKIUSA

d. KOJIEeKTUBHBIN 1OTOBOP

Bompoc 14

Kak OOJDKEH IMOCTYHNWUTH MCIOJHUTEID, HO]IFOTOBI/IBHH/IfI JCJI0OBOC
MMUCbMO, €CII PYKOBOJUTENh OT/AeNa IUIAHHPOBAHHS, BH3a KOTOPOTO
Heo0X0uMa, HAXOJAUTCSl B KOMaHJUPOBKE:

BribepuTe oauH OTBET:

d. JKJIAaTb BO3BpalICHUA PYKOBOAUTECIIA OTACIA IUUIAaHUPOBAHUA U3
KOMaHIUPOBKH

b. mepenats NMCEMO Ha MOANHUCH PYKOBOIUTENIO 0€3 BU3bI

C. 3aBU3UpPOBATh IMCHBMO Y 3aMECTHTEN] PYKOBOIUTENS OTAesa
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IUTaHUPOBAHUS

d. 3aBU3UPOBATH MHCEMO CAMOMY

Bompoc 15

K kakol pa3sHOBHIAHOCTH IHCEM OTHOCATCS IHCbMa, C IIOMOIIBIO
KOTOPBIX IPOCAT BBICIATh OPHULHAIBHBIC CBEICHUS MM JOKYMEHTHI:

Bribepure oanH OTBeT:

a. MIChMO-U3BEIEHUE

b. maceMo-Tipock0a

C. MUChMO-3aKa3

d. muceMo-3amnpoc

Bompoc 16

YkaxuTe HanOoIee «KEeCTKUID U HEYMECTHBI BapHaHT OTKa3a:

Bribepure oanH OTBET:

a. B cBs3u c ... Bawe npemioxkeHue He MOKET OBITh MIPUHSTO

b. B cBsi3u c ... Bale npeiokeHne HaMHu He TPUHUMAETCSI

c. B cBiM3m c... gemapTtamMeHT HE MOXKET COTJIACUTBCS C BalllUM
peI0KEHUEM

d. IlpunsaTs Bamie NpeyIOKEHWE HE MPEACTABIACTCS BO3MOXHBIM B
CBS3H C ...

Bompoc 17

Kakomy  Bugy — uH(OpMAalMOHHO-CHPABOYHOM  JOKYMEHTAaLMU
COOTBETCTBYET CIEIYIOIINI TEKCT:

Dedepanvroe  ynpasnenue nHO  O0elamM O  HECOCMOAMENbHOCHU
(banxpomemee) HaA OCHOBAHUU NPEOCMABNeHHbIX TyeyPAbIKCKUM YeMEeHMHbIM
3a600om (Openbypeckas obnacmuv, noc. Tyeyprvik, yia. Llenmpanvhas, 0.1)
00KYyMenmos oyxeanmepckou omuemuocmu no cocmosinuio Ha 30.04.2013:

- byxeanmepckuil banranc (hopma 1);
- omuem o0 npubvLIsx u yovimrax (popma 2)

U NPOBeOeHH020 AHANU3A (DUHAHCOBO20 COCHOSIHUS NPeOnPUSMUS,
VCMAHOBUNIO, YMO OAHHOe RPeonpusmue A6Isemcs HeniIamelicecnocoOHbIM U
umerouwum HeyO081emB8oPUMeIbHyI0 cmpykmypy bananca
(npeonpusmuem-0014CHUKOM,).
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Ocnosanue:

Koappuyuenm mexywel AUKBUOHOCMU NO OANAHCY NpeOnpuUsmus
=18%;

Koaghpuyuenm  obecneuennocmu - COOCMEEHHLIMU — 0OOPOMHBLIMU
cpedcmeamu no baraucy npeonpusmus = 8%

Koappuyuenm soccmanosienus no barancy npeonpusimus =10%.

Pyxosooumens Cmenanos
I1.J]. Cmenanos

Bribepure oauH OTBET:
a. cripaBKa
b. 3akmouenue
C. OT3bIB
d. cBozka
Bompoc 18
Ha xakux 6mankax pacmnonaraercs ['ocymapcrBenHsiii repd Poccuiickoit
®enepanny B OJHOLIBETHOM BapHaHTE:
Bribepure oanH OTBET:
a. pemeHnit Bepxosnoro Cyna Poccuiickoit @enepanyn
b. MeXBeIOMCTBEHHOI KOMHCCHH T10 3alIUTE TOCYIaPCTBEHHON TaHBI
C. IMIJIOMAaTHYECKHUX MPEICTaBUTENbCTB, KOHCYIBCKUX YUPEKIECHUN U
WHBIX O(QHUMANBHBIX MpeAcTaBUTENbCTB Poccuiickoit @Denepanmu  3a
npeaenamu Poccuiickoit @enepanuu
d. Aamunuctpanuu Ipesunenra Poccutickoit deaeparium.
HTorosslii TecT (2 Kypc)
Bompoc 1
CBoiicTBO OQUIMATIBHOTO JIOKYMEHTa, COO0IIaeMoe eMy JIeHCTBYIOIUM
3aKOHO/JATENbCTBOM, KOMIIETEHIIMEH W3MAlolIEr0 €ero OpraHa w
YCTAHOBJIEHHBIM TOPAIKOM O(OPMIICHHS - 3TO
Bribepure oauH OTBeT:
a. TIOJTHOTA




CTpyKTypHBIii
3JIEMEHT
KOMIIETCHLIUT

[Tnanupyemsl pe3ynbTaThl 00y4deHus

O1ieHOYHBIC cpe€acTsa

b. ayTeHTHYHOCTH

C. KOHQUICHIUAITEHOCTh

d. ropunnyeckast cuina

Bompoc 2

IToctanosnenuem IIpaButensctBa Poccuiickoit @enepannu ot 08.07.1997
Ne 835 «O nepBUYHBIX YUETHBIX JOKYMEHTAX» YTBEP)KIACTCS
Bribepure oanH OTBET:

a. TEPMUHOJIOTUS B 00J1aCTH JEeIONPOM3BOJICTBA U apXUBHOI'O J1€N1a
b. anpO0M 1Mo YUYETY TpyJa ¥ €ro OIIaThl

C. MHCTPYKLUS 110 3aII0JTHEHUIO TPYJOBBIX KHIKEK

d. Tabens yHHUPUIEPOBAHHBIX (HOPM JOKYMEHTOB

Bompoc 3

O0s13aTenbHBIe CTPYKTYPHBIE DIIEMEHTBI CTaHAAPTA
Bribepure oanH OTBeT:

a. HOPMaTUBHBIE CCHUIKU

b. TpeOoBaHMS K 00BEKTY CTaHIApTH3ALNU

C. OIJIaBJIEHUE

d. 0603HaYEHUS U COKpaIeHUS

Bompoc 4

[epconanbHbIe CBENIEHHS O TPAKIaHAX SIBISIFOTCS

Bribepure oauH OTBeT:

a. na(popmanueii, OTHECEHHONW K KOMMEPUYECKO TaiftHe

b. nHpOpMAaIUEl OTKPBITOTO JIOCTYIIA

C. KOHpUICHINAIEHON HH(OpManrei

d. nadopmanmeit, OTHeCEHHON K TOCYIapCTBEHHOM TaiiHe

YmeTh

-HACIIONIb30BATh P COCTABJIIEHWH M O(OPMIIEHUH Pa3IMYHBIX BUIOB
YIIPABJICHYECKUX JOKYMEHTOB HOPMAaTUBHBIEC U [IPABOBBIC AKThl OPraHOB
rOCy/IapCTBEHHON ¥ MyHHMILIMIIAIBHOM BIIACTH;

- POEKTUPOBATh YHHMDUIIMPOBAHHBIE (HOPMBI YIIPABIEHUECKUX JOKYMEHTOB C
YY4ETOM  COBPEMEHHBIX TpeOOBaHMH OPraHOB  TOCYNApCTBEHHOW U
MYHHLIMIIAIBHOM BIIACTH;

- COCTaBJIATh HOPMATHBHO-METOJMYECKYI0 MAOKYMEHTALMIO II0 IOATOTOBKE

Kountpoannasi padora (1 kypc)
2. Brl onozanu Ha paboTy Ha 2 yaca. PykoBoacTBo notpedosaiio ot Bac
o0bsicieHnid. OpopMuUTE COOTBETCTBYIOIIUI JOKYMEHT.
3agaHus K NMPaKTH4YeCKOW 4YacTH 3a4yeTa ¢ OLEHKOH Mo Kypcy
«JlokymeHTOBeIeHUE»
1. KoMmuiekcHblil aHanu3 AOKHOCTHOM MHCTPYKLMM M €ro
pellaKTHpPOBaHUeE.




CTPYKTyprIﬁ OHCHO‘{HHC CpeacTsa
3JIEMEHT [Tnanupyemsl pe3ynbTaThl 00y4deHus
KOMIIETCHIINU
YIPaBICHYECKON TOKYMEHTAINH 2. KoMIekcHbI aHaau3 y4pequTeIbHOrO JOKYMEHTa U €ro
OCHOBBIBASICb Ha HOpPMAaTHUBaX CHUCTEM OPraHOB TOCYJAapCTBEHHOM U | PEAAKTUPOBAHMUE.
MYHHLIMIIAIBHOM BIIACTH; 3. KoMmmekcHplii  aHanu3  MONOXKEHHS 0  OCHOBHOM
JEATEIBHOCTH U €T0 PEJaKTUPOBaHHE.
4. KommnekcHblil aHANU3 pacopsHKEHHUS.
5. KomrmuiexkcHblil aHanu3 npukasa o OCHOBHOU JESITeTbHOCTH U
€ro PENaKTUPOBAHUE.
6. KommnekcHsrit aHaJIN3 MTOCTaHOBJICHUS u ero
pEaaKTUpPOBaHHUE.
7. KomMruiekcHbli aHaIu3 pelieHrs U ero pe1akTHpOBaHue.
8. KommnekcHblil aHanU3 yKa3aHUs U €ro peIaKTUPOBaHUE.
9. KoMmrutekcHplii  aHanm3  CIoy)KeOHOro THChMa U €ro
pEAaKTUpPOBaHUE.
10. KoMruiekcHbIl aHanu3 IpoTOKOJIA U €0 PEJaKTUPOBAHUE.
11. KoMIuiekcHbI aHanu3 akTa U €ro peAakTHPOBaHHE.
12. KoMIutekcHbI ~ aHanmu3  CIIy)KeOHOW — 3anmucku U e
pEAaKTHPOBaHUE.
13. KoMruiekcHbIl aHanu3 cripaBKy U €€ pelakTHPOBaHUE
IIpakTH4yeckoe 3aaHNe K 32a4eTy ¢ OLEHKO
IIpousBectu GOpMYIISIPHBIA aHAJIN3 OAHOTO JOKyMEHTa (IO BBIOOPY
npernonasarens). K xakol cucreme, mojacucreMe AOKyMEHTALlUHM OTHOCHTCS
JAHHBIA JTOKYMEHT. B kakoii/Me KOMIUIEKC/bI MOXKET BONTH aHAIM3UPYEMBbIid
JIOKYMEHT.
BapuanTe! npuioxkennii
Bapuanr 1 - cmpaBka KOHKPETHOI OpraHU3aIiu
Bapuant 2- nucbM0 KOHKPETHOH OpraHU3aIiu
BapHaHT 3- NPUKa3 KOHKPETHON OpraHN3aluN
Bapwuanr 4 - pacniopsikeHre KOHKPETHOW OpraHU3aIlin
BapuaHT 5- akT KOHKPETHOH OpraHu3alnuu
Bnagers - TpaBWIaMHM  TOATOTOBKM  YIPaBJICHYECKHUX JTOKYMEHTOB  OpIaHOB TeMbI KypcoBBIX padoT (2 Kypc)

TrOCYIapCTBEHHON W MYHHUIIUITAIbHOW BJIACTH;

1. Ponp m MeCTO roCyAapCTBEHHON CHCTEMBI CTATHCTHKHU B YNPABICHUN
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- TpaBWIaMH BEACHUS JEJIOBOM IEepenucKd B  CHCTEME
TrOCy/IapCTBEHHON ¥ MyHHMLIUIIANBHOM BIIACTH;

- HOPMAaTHBHO-METOAMYECKOHW  0a3bl OpraHoB TOCYAApCTBEHHOH W
MYHUIMIIUIBHOW BIACTU IO COCTaBICHUIO U O(OPMIIEHHIO CIIy>KEOHBIX
JOKYMEHTOB

- MpaKkTUYECKMMU HaBBIKAMHM HCIIOJIb30BAaHUS YMEHHUS COCTaBIATh U
oQOpPMIITE  CITy’)KEOHYIO JTOKYMEHTAI[MI0 OPraHOB TOCYIApCTBEHHOH H

MYHPILIPIHaHBHOfI BJIaCTHU

OpTaHoB

HaIMOHAJIBHBIMY HHPOPMALIIOHHBIMH PECYPCAMHU.

11. Hcropuss cTaHOBIEHUS OTEUYECTBEHHOU
JIOKYMEHTAIIOHHBIX MPOLIECCOB.

12. Hctopuss cTaHOBIEHMSI COBPEMEHHBIX (YHKIHMOHAJIBHBIX
cucrteM AokyMeHTauuu B Poccuiickoit @enepanuu.

CTaHAapTU3alunu

13. OcobeHnHoctu roCyAapCTBEHHON CHCTEMBI
HAy4YHO-TEXHUYECKOMN JOKYMEHTALUU.

14. AHanu3 cuCcTeMbl KaJpOBOM JOKYMEHTALMU FOCYAapCTBEHHOM
OpraHu3aluu.

15. Xapaktepuctuka ECKK TOCU, e€ ponb B ympaBieHHH
HaIMOHATBHBIMU HH(POPMAIMOHHBIMU PECYPCaMHU.

16. Pomp m MecTo IOMKHOCTHBIX WHCTPYKIMH IepcOHana B
YIpaBJICHUH OpraHU3aIuel, 0COOEHHOCTH MX pa3pabOTKH, 0(hOPMIICHHUS.
17. OcHoBHbIE  HampaBieHus BHeapeHus YCJ, 3amaum

roCyJapCTBEHHOI'0 HaJ30pa U OTPaciIeBOro KOHTpos BHenpenus: Y C/I.




0) Ilopsinok nMpoBeieHNs MPOMEKYTOYHOM aTTeCTAlNH, IOKA3aTeJIH M KPUTEPUH OlleHUBAHMUS:

- Ha OLIEHKY «3a4YTeHO0», €CIIH IIPE0JI0IeBAET MOPOTOBHIH YpoBeHb. OOyUaroNuiics MOKa3hIBAET MOPOroBbIN YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETEHITHH, T.€.
3HaeT OCHOBHYIO JOKYMEHTOBEAUECKYI0 TEPMHHOJIOTHIO;  OCHOBHBIE HOPMAaTHBHO-METONWYECKHE MaTepuaibl 10 JTOKYMEHTHUPOBAHHUIO YIPaBIECHUIECKOM
JeSITeNIbHOCTH; CIIOCOOBI M CPEACTBA JOKYMEHTHPOBAHMS;, 3aKOHOMEPHOCTH Pa3BHTHUS JOKYMEHTa; CTPYKTYPY JOKYMEHTA; XapaKTEPUCTHKY U OCHOBHOW COCTaB
YHU(PHUIMPOBAHHBIX CHCTEM JIOKyMEHTAITNH; TUIIOBOK COCTaB CHCTEM JOKYMEHTAIIMU YUPEXKISHUH 0001 OpraHu3almoHHO-TIPaBOBOM (DOPMBI; TIIaBHBIE ITPaBHIIA
cocTaBieHHs U 0(hOPMIICHHS JOKYMEHTOB; OOIINAN TTOPSIIOK OPTaHNU3aIliU IOKYMEHTOB B KOMIUIEKCHI; TEOPETUIECKIE OCHOBBI BEJCHHS AETIOBON MIEPENICKH; COCTaB
U coJiep>kKaHue HOPMaTHBHO-METOIUYECKOM 0a3bl M0 COCTABICHUIO M O(OPMIICHHIO CITY)KEOHBIX JOKYMEHTOB; CIEHU(UKY SA3bIKa YIPABICHYECKOH JOKYMECHTAIIHH;
YMeeT aHamM3MpoBaTh HOPMATUBHO-METOAMYECKHE HCTOUYHUKM IO JOKYMEHTHPOBAHHUIO YIIPABIEHUYECKOM JEATeNIbHOCTH;  IBIMAETCA XapaKTepu3oBaTh U
aHAIIM3UPOBATh YHU(PHIIMPOBAHHBIX CHUCTEM JOKYMEHTAIWW; BBISBIATH THIIOBOM COCTaB CHCTEM JOKYMEHTAIIMU YUPEXIACHUHN 000 OpraHM3allMOHHO-TIPaBOBOM
($opMBI; TPUMEHSTH MPaBUJIA COCTABIICHUS U OQOPMIICHUS IOKYMEHTOB Ha MpaKTHKe. BiageeT oCHOBHBIMU nprueMaMH  COCTaBJICHHS W OQOpPMIICHHS
OCHOBHBIX YIPaBJICHYECKUX JOKYMEHTOB; 3HAHUSMH OCHOBHBIX MPOOJIeM B OOJIACTH JOKYMEHTOBEACHUS, HaBBIKAMHU paOOThI C OCHOBHBIMH HAYYHBIMH H
MIEPUOAMYECKUMH U3AaHUSAMH B 00JIACTH JOKYMEHTOBEACHHS, HABBIKAMH PaOOTHI ¢ OCHOBHBIMH WHTEPHET-UCTOYHUKAMHU B O0JIACTH JOKYMEHTOBEICHIS; 3HAHUIMHU
HOPMAaTHUBHO-TIPAaBOI 1 HOPMATHBHO-METOAMYECKOM 0a30# JOKYMEHTAIIHOHHOTO 00eCTIeYeHus YITPaBICHUS;

— HA OIIEHKY «HE 3a4YTeH0» — pe3yJIbTaT 00y4YCHHUsI HE IOCTUTHYT, OOYYAIOIMIiCs HA MPAKTUYECKUX 3aHATHSIX, IPU BHIMOJIHECHUN MPAKTUYECKUX 3aJIaHAN U
YCTHBIX OTBETaX HE MOXKET MOKa3aTh 3HAHUS HA YPOBHE BOCIPOM3BEACHUS M OOBICHEHHS HH(POPMALINN, HE MOXKET ITOKa3aTh HHTEIUIEKTya IbHbIe HABBIKHA PEIICHUS
MPOCTHIX 3a/1a4.

I[H(l)q)epeHHHPOBaHHaH OII€EHKA BBICTABJISICTCA HA 3a4Y€TEC C OHeHKOﬁ B COOTBETCBUU C CO CIICAYIOIIUM IMPOUCHTHBIM COOTHOMICHUEM OT BBIIIOJIHCHHOI'O
o0beMa MPAKTHYESCKUX 3aJJaHUN TEKYIIHUX U HTOTOBBIX TECTOB!

65-74 % — 3a4TeHO «yIOBICTBOPUTEILHO» (3 Oasuia)

75-90% - 3auTeHO «XOpoIio» (4 Oaa)

90-100% - 3auteHO «OTIHYHO» (5 OamIOB)

— HA OLEHKY «He 3a4TeHo» (2 O6amra u 1 6amr)



